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Overview

This introduction provides readers with information on The Lower Mekong Initiative Profes-
sional Communication Skills for Leaders project, the curriculum development process, the
Intended audience, and the overall curriculum structure.

Project Background

The Lower Mekong Initiative (LMI), launched in 2009, is a multinational partnership among
Cambodia, Laos, Burma, Thailand, Vietnam, and the United States to create integrated
sub-regional cooperation among the five Lower Mekong countries. LMI serves as a platform
to address complex, transnational development and policy challenges in the Lower Mekong
sub-region.
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LMI members develop shared responses to cross-border challenges in six main “Pillar’
areas:

e Agriculture and Food Security

e Connectivity

e Education

e Energy Security

* Environment and Water Security

e Health

LMI's Education Pillar encompasses programs that improve English language capacity,
increase technical and teacher training, and foster greater regional cooperation.

Under the LMI Education Pillar, the United States is supporting LMI partner countries through
bilateral and regional programs that improve English language capacity, increase technical
and teacher training, and foster greater regional cooperation. This pillar is co-chaired by
Thailand and the United States.

One of the signature projects of the Education Pillar is the Professional Communication Skills
for Leaders (PCSL) project, a 5-year undertaking in all five LMI countries that seeks to build
the capacity and confidence of mid- to upper-level government officials to use English for
conferences and meetings. Presentation skills form the main focus of the project.

During the five years of the project, over 2,000 government officials and professionals

from the five LMI countries participated in 5-6 day, pillar-themed, intensive face-to-face
seminars, with approximately 30 seminars occurring in each country. During these seminars,
participants improved their ability to communicate effectively in regional and international
meetings and developed PowerPoint™ and oral presentations in their fields of expertise.

Curriculum Development

The LMI PCSL Core Curriculum was originally created to support and standardize the LMI
PCSL seminars. It was developed by U.S. English Language Fellows, one in each of the 5 LMI
countries, who worked on an instructional team with local co-teachers to implement and
teach the LMI PCSL seminars. The instructional objectives, activities, and materials in this
Open Source curriculum were drawn from the active, project-based learning that happened
in the seminars, and honed by feedback from participants, local co-teachers, and EL Specialist
Donna Brinton in order to be accessible to a wide range of educational settings. The
curriculum contains seven units: Professional Introductions, Conferences as Professional
Development, Conference Abstracts, PowerPoint™ for Conferences, Public Speaking and
Oral Presentations, Communication for Conferences, and Pronunciation.
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Curriculum Audience

The LMI PCSL Core Curriculum is a series of English for Professional Purposes (EPP) seminars
designed to equip students with the skills necessary to successfully participate in multi-cultural,
professional conferences. The curriculum units are constructed to guide students through the
mandatory steps for a productive conference experience, including navigating the application
process, developing a PowerPoint and oral presentation, communicating with other conference
professionals in a variety of settings, and successfully delivering a conference presentation.
While the curriculum's primary function is to be utilized by teachers and trainers who are in-
structing working professionals, it may also be applied in other educational settings, such as
university courses or advanced high school courses. The curriculum is designed to expose
teachers to a range of communicative and student-centered classroom activities in order to
introduce new teaching techniques which can be adapted and used in a variety of instructional
settings.

Curriculum Structure

The LMI PCSL Core Curriculum is flexibly structured in order to be implemented in a variety of
teaching situations. Teachers may choose to teach the units in an intensive seminar, covering
multiple units over the course of one or two weeks, or integrate specific units or lesson plans
as needed to enhance the communication skills of students’ during a stand-alone workshop or
over the course of a regular class. Since the curriculum units are all designed to be taught as
stand-alone, the teacher is able to select the topics that are the most appropriate to their stu-
dents' needs, without needing to teach the entire curriculum. Each unit contains a short unit
overview, providing teachers with the background and approach of the lesson plans, as well
as implementation recommendations in order to bring the greatest benefit to the students. The
beginning of each lesson plan provides teachers with an overview of the objectives, student
copies and resources, and technology requirements.

The examples provided in the lesson plans have been kept general enough to be accessible
to teachers working in a variety of content areas. However, each of the lesson plans contains
integrated content boxes, which provide suggestions to the teacher on how to tie the lesson
content to students’ professional areas of interest and to integrate content-specific language
Into the activities.
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Unit

Professional Introductions

Lessons

Professional Networking
Writing a Professional Biography
The Elevator Pitch

Conferences as
Professional Development

The Practice of Conference-Going
Critical Conference Research

Getting the Most Out of Conferences and
Action Plans

Conference Abstracts

Whriting Descriptive Conference Abstracts
Descriptive Abstract Revisions
Whriting Informative Conference Abstracts
Informative Abstract Revisions

PowerPoint for Conferences

Planning for a Quality Presentation
Overall Rubric and Introduction Slides
Body Slides

Conclusion Slides

Public Speaking and Oral
Presentations

Public Speaking Skills

Impromptu Speaking

Presentation Structure
Introductions

Presentation Body

Conclusions

Problem Solving Common Issues in
Presentations

Communication for
Conferences

Expressing Opinions
Agreeing and Disagreeing
Using Diplomatic English
Panel Discussions

Pronunciation

Voice Quality Settings

Final Consonants in English
Consonant Clusters

Word Stress

Sentence Stress

Thought Groups
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UNIT 1
PROFESSIONAL
INTRODUCTIONS




Introduction to Professional
Introductions

This unit consists of three lesson plans which cover planning, speaking, and writing
skills necessary for three different methods of personal professional introductions:
conference biographies, networking, and elevator pitches.
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Background

Conference participation offers a wealth of professional and personal development
opportunities as participants interact with other professionals in their field of expertise.
Professional connections are powerful tools for resource, idea, and information sharing, and
can assist students in attracting professional opportunities, advancing their careers, and
enriching themselves as individuals. In order to facilitate the development of professional
connections, it is critical that students have the ability to make a good first impression by
engaging with and capturing the interest of the professionals that they encounter. This unit
enables students to take ownership of how they are perceived in professional situations.

The three lessons in this unit can be taught consecutively or presented as stand-alone

lessons to assist students in reaching their professional goals. The Approach section of the
overview gives teachers a recommended order for teaching. Throughout the three lessons,
students are provided with the skills that are needed to make personal connections as they
present a consistent and effective professional message about themselves and their career.

Professional Networking - a process involving the exchange of information
and ideas between individuals or groups that share common professional
interests

Elevator Pitch - (also known as an elevator speech) a term used to describe

a short summary introducing a professional, product, service, event, or
organization, usually 20-60 seconds long (approximately the length of an
elevator ride); the key aim of the elevator pitch is to hook the listeners in to
what you are saying and to motivate them to hear more
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Approach

While many people love to talk about themselves, not a lot of time is spent preparing to do so.
Writing and speaking about oneself in a clear and precise way is the aim of all three of the
lessons in this unit.

The Professional Networking lesson of the unit familiarizes students with the concept of
developing and maintaining connections and contacts that arise from conference situations.
Presenting this lesson at the beginning of a seminar or semester works well, as it gives
students the opportunity to begin to form connections within the classroom setting, and
provides them with skills that they can utilize and strengthen throughout the following
lessons. Students learn tips for introducing themselves and making a favorable first impres-
sion, being a considerate and active listener, and enhancing and prolonging conversations.
Interaction with one another is an important part of this lesson’s activities.

Along with the acceptance of a presentation abstract, conference attendees are required to
submit a personal biography which highlights their professional and educational achieve-
ments. This conference biography is the audience's first introduction to the presenter; the
quality of writing and content are critical. The Writing a Professional Biography lesson of
this unit introduces students to the purpose, features, and components of professional
biographies as they analyze examples, draft their own biography, and engage in peer
feedback.

The Elevator Pitch lesson of this unit provides students with a clearly defined structure for
delivering a brief summary of their professional accomplishments, organization, project, or
presentation. Students use the guidelines presented in the lesson to write a personal
elevator pitch and engage in a role-play to present their ideas to the class. This lesson gives
teachers the option of drawing on materials from both the professional networking and
biographies lesson plan, so teachers may choose to present this lesson plan later in the
seminar or semester.

Throughout these lessons, the Integrated Content section of the Note to Teachers boxes
provide suggestions for the teacher on how to tie the lesson content to students’
professional areas of interest and to integrate content-specific language into the activities.
Incorporating vocabulary and materials that are specific to the students’ fields of work or
study helps to make the lessons relevant to the immediate communication and/or profes-
sional needs of the students. This increases student motivation and helps to foster a more
positive learning environment.
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Lesson

1- Professional
Networking

Objective

Identify opportunities for increasing personal
professional networks

Maximize networking opportunities by
asking open-ended information questions to
encourage potential contacts to connect

Demonstrate active listening skills during
networking situations

Employ networking tips such as the use of
rejoinders, paraphrasing and repetition, and
follow-up questions

2- Writing a
Professional
Biography

Identify the purpose, features, and
components of a professional biography

Draft a professional biography incorporating
effective language structures and content

Critigue professional biographies for their
effectiveness

Use active verbs and avoid imprecise or vague
language in professional biographies

3- The Elevator Pitch

Identify what constitutes an ideal professional
network

Summarize the components of an effective
elevator pitch

Create and demonstrate an elevator
pitch

Evaluate the effectiveness of a peer’s elevator
pitch and provide constructive criticism
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Lesson 1: Professional Networking

e Identify opportunities for increasing personal professional networks

* Maximize networking opportunities by asking open-ended information
questions to encourage potential contacts to connect
¢« Demonstrate active listening skills during networking situations

e Employ networking tips such as the use of rejoinders, paraphrasing and
repetition, and follow-up questions

Student Copies:

e Professional Networking handout

e Tips for Improving Listening and Conversation Skills handout
Single Copy or Reference:

e None

Props, Technology, or Other Resources:

* None
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Lesson Plan

Warm-Up: Who Is in Your Network?

Students answer questions about networking Professional Networking
and draw an idea map to illustrate the individuals handout
in their professional network. _
10 minutes
Activity 1: The Six Most Important Words
Students brainstorm multiple questions that Professional Networking
they can use when they are in a professional handout
networking situation. ,
15 minutes

Activity 2: Active Listening and Conversation Skills

Students are exposed to tips for being an active Tips for Improving
listener using body language, paraphrasing, Listening and

and rejoinders; they also learn how to extend Conversation Skills
conversations and practice all these skills with a handout

partner. 10 minutes

Activity 3: Professional Networking Line-up

Students practice introducing themselves

and asking networking questions with their None
classmates. :

20 minutes

Wrap-Up: One Strength and One Weakness

Students identify one area in which they felt con-
fident during the line-up activity and one area in None
which they would like to continue to develop.

5 minutes
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Warm-Up: Who Is in Your Network?

The teacher passes out Professional
Networking handout (see Appendix 1A) and Professional

asks the students to turn to a person sitting Networking handout
next to them and discuss the questions at the
top of the handout:

10 minutes

"What is professional networking?”
"Where can you network professionally?”

"Why are professional networks important?”

After two minutes, the teacher brings the class back together and has students
share their answers. Students take notes in the space provided. The teacher
writes Ivan Misner's definition of networking on the board:

“The process of developing and activating your
relationships to increase your business, enhance your
knowledge, expand your sphere or influence, or serve the
community.”

-Ivan Misner

The teacher asks students to think about the people who make up their profes-
sional networks. To demonstrate, the teacher draws an idea map on the board,
writes his/her name in the middle, and fills it in with examples of his/her own
professional network while talking through the process.

An example of this idea map is presented on the next page:
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Students create and fill out their own idea map in their notebooks, filling it in with
their current professional network contacts.

The teacher asks for several volunteer students to share what they have written.
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Activity 1: The Six Most Important Words

The teacher asks the students to think about
what the six most important words in Professional
networking might be. After students offer a few Networking handout
suggestions, the teacher writes down the
following words on the board: who, what,
where, when, why, and how. The students write
these words in the left-hand column of their
handouts. The teacher explains:

15 minutes

®Asking questions while networking is essential for many reasons: it
enables people to recognize what they have in common, it provides a basis
for how they can connect, it demonstrates that they are actively interested
in what the other person has to say, and it creates the opportunity to make
a good first impression.”

Students brainstorm, and in the right-hand column of their handout, write down
several possible networking questions that they could ask for each of the six
guestion words listed. Referring to the bottom section of the first page of the
Professional Networking handout, the teacher reminds students:

Questions such as, ‘What is your name?’ would be covered when you first
introduce yourself. Try to think of questions for enhancing professional
connections. What are some questions that will give you new information

and help you make connections?”

(Possible/expected answers: Where do you work? Why did you decide to
take this seminar? How long have you worked at your job?)"

The teacher walks the students through the four steps to networking on the
second page of the Professional Networking handout, and explains that they will
next talk briefly about active listening.
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Activity 2: Active Listening and Conversational Skills

The teacher explains to the class that there

is more to having a conversation than asking Tips for Improving

simple questions: Listening and
Conversation Skills

handout

20 minutes

"It is important that your conversation partners feel like you are actively
listening to them and interested and engaged in what they have to say. How
can you tell if someone is listening to you?"”

(Possible/expected answers: he/she asks questions, smiles, makes eye
contact, etc.)

After several answers, the teacher chooses one or two students in the class to
demonstrate what an active listener looks like. The teacher then asks one or two
students to demonstrate what a poor listener looks like and asks the class, “Who
would you rather talk to?"

The teacher distributes the Tips for Improving Listening and Conversation Skills
handout (see Appendix 1B) and the students read through the five tips. Once they
are finished, the teacher calls on a student in the class, and asks him/her an
open-ended question. As the student answers, the teacher demonstrates active
listening: smiling, nodding, using rejoinders, asking follow-up questions, and
paraphrasing at the end. The teacher repeats this several times with different
volunteer students.

Students complete the practice section on the third page of the handout by writing
down several follow-up questions that could be used in each situation. The
teacher then pairs up the students; students practice using the active listening
technigues to respond to their partner and keep the conversation going.

The teacher explains that students will now role play meeting someone at a
conference for the first time. He/She writes the following points on the board,
explaining that in the role play, students should follow all four steps:
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1. Introduce yourself.

2. Take turns asking each other questions using the
tips for improving listening and conversation skills.

3. Demonstrate active listening techniques

4. Ask your contact how to follow up

The teacher then asks two students to volunteer to come to the front of the room
and demonstrate meeting someone at a conference for the first time. As the
students role play the situation, the rest of the class listens and checks off the four
steps as they hear them.
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Activity 3: Professional Networking Line-up

Students stand in two parallel lines facing each
other. When the teacher tells them to begin, each None
student talks to the person that he/she is facing.
Everyone must introduce themselves, ask several
guestions from their handout, and inquire about
the best way to get in touch.

20 minutes

After three minutes have passed, the teacher tells the group to stop. At this point,
the student from the end of one line walks back to the opposite end of the line that
they are in (the other line does not move). Everyone else in the first line moves up

one station so that all students have a new partner. The teacher tells the students
to start, and all students begin networking with their new partners.

The teacher has the students repeat this process several times until everyone
has had the chance to talk with three or four different partners.

NOTE TO TEACHERS

The line-up activity provides the opportunity for task repetition. Task repetition
consists of having students repeat the same or similar tasks. The repetition can take
place immediately, or at intervals throughout the class (ex: once a week). Research
has shown that incorporating task repetition helps students increase both their
verbal fluency and the complexity of the language that they produce. Repeating the
same task enables the students to feel more comfortable with the content and pay
more attention to how they formulate meaning, since they do not have to concentrate
on the instructions, and can build upon what they have already done.

A great variation of the line-up activity is the 3-2-1 activity. Students speak about a
particular topic, starting with three minutes. Then, switching to their new partner and
speaking about the same topic for two minutes, and then for one minute with a third
partner. This helps students learn to say things more succinctly and efficiently. The
reverse (1-2-3 activity) is to have students begin with one minute, and build up to two,
then three minutes, allowing students to add more vocabulary and examples with

each turn.
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Wrap-Up: One Strength and One Weakness

The teacher asks students to think back to the line
-up activity, and identify one thing that they feel
that they did extremely well (a strength), and one
thing that they would like to improve (a weakness).
For example, students might say that they felt like
they were good at using non-verbal feedback to
demonstrate their interest in what their partner
was saying, but they would like to become better
at asking follow-up questions.

None

5 minutes

The teacher asks for volunteer students to share their strengths and weaknesses.
The teacher encourages students by emphasizing that with time and practice, the
process of networking becomes second nature.
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Lesson 2: Writing a Professional

Biography

Identify the purpose, features, and components of a professional biography
Draft a professional biography incorporating effective language structures
and content

Critique professional biographies for their effectiveness

Use active verbs and avoid imprecise or vague language in their
biographies

Student Copies:

Find Someone Who... handout

All About Me in 100 Words handout
http: /www.labtimes.org/labtimes/issues/It2008 /1t02 /1t 2008 02 50 51.pdf

Analyzing the Professional Biography Genre handout
Professional Biography: Peer Review Half-sheet

Action Verbs list
http://career.opcd.wfu.edu/files/2011 /04 /Action-Verbs-for-Resumes.pdf

Props, Technology, or Other Resources:

Writing a Professional Biography PowerPoint

E Professional Introductions
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Lesson Plan

1 hour 30 minutes

Warm-Up: Find Someone Who...

Students mingle, asking questions related
to a professional biography; they use the
semi-competitive handout to guide them.

Activity 1: Analyzing Model Biographies

The teacher presents a PowerPoint
specifying the purpose, features, and
components of a professional biography;
students complete a handout analyzing
model biographies.

Activity 2: Drafting your Biography

Students work independently to draft their
biography; the teacher monitors students,
providing assistance as needed.

Activity 3: Peer Review

Students work with a partner to review one
another’'s draft biography according to
guiding questions

Find Someone Who... handout

15 minutes

All About Me in 100 Words
handout

Action Verbs handout

Analyzing the Professional
Biography Genre handout

Writing a Conference
Biography PowerPoint

35 minutes

None

25 minutes

Professional Biography: Peer
Review Half-sheet

10 minutes
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Wrap-Up: 3-2-1 Ticket Out the Door

Students write 3 key words or ideas from the
lesson, 2 specific actions they will take based
on what they learned, and 1 lingering question
that they have; when completed, they receive a
“ticket out the door’

Scratch Paper

5 minutes

Warm-Up: Find Someone Who...

The teacher explains that in order to
activate the students’ thinking about today's Find Someone Who...
topic of the professional biography genre, handout

they will get to know one another and pool
their knowledge by conducting a fast-paced
mingling activity called “Find Someone
Who..."

The teacher passes out the Find Someone Who... handout (see Appendix 2A) to
each student, explaining that students must locate individuals in the class who fit
the descriptions given by asking yes/no questions; their goal is to fill out either
one horizontal or one vertical column on the handout (i.e., a straight line). He/She
asks for a volunteer to read the instructions, and then briefly models the question
and answer activity with the volunteer student. The teacher then asks for another
volunteer who can repeat the instructions in his/her own words. Once the
Instructions are clear, the teacher asks the students to stand up and begin.

10 minutes

Option: The teachers can also modify the directions by telling students that they
can fill out one horizontal, one vertical, or one diagonal line on the handout (as in
the game bingo).

Students mingle, asking the questions in an attempt to fill out a straight line on the
handout. The teacher monitors and assists as needed. If time allows, the teacher

can extend the activity to have a second winner by telling the students to see who

can be the first person to fill in all of the squares on the card.

At an appropriate stopping point (after about 10 minutes, or when most students
seem to have filled in the majority of their handout), the teacher reconvenes the
whole class and quickly debriefs. The teacher can have a few volunteers report
some of their findings about their classmates by asking,
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"Who has done volunteering? Who has conducted primary research? What

IS the most surprising thing you found out?”

The teacher can then explain that the kind of foundational and sometimes
compelling information that we learned about one another during this warm-up is
what we will endeavor to convey in our professional biographies.

Activity 1: Analyzing Model Biographies

The teacher passes out the All About Me in

100 Words handout (see URL on page 17) All About Me in 100

and asks students to read aloud in pairs Words handout

or small groups or skim silently for a few Analyzing the

minutes, underlining at least 3 keys points. Professional Biography

The teacher then presents the Writing a Genre handout
Conference Biography PowerPoint (see
Appendix 2D) explaining the significance,
features, and components of a professional
biography. 25 minutes

Writing a Conference
Biography PowerPoint

The teacher distributes the Analyzing the Professional Biography Genre handout
(see Appendix 2B) and has the class help to read the Guiding Questions in Part A,
round robin style (alternatively, he/she can ask for volunteers). The teacher then
asks students to turn to a partner and complete Part B, reading together aloud
and analyzing the features and components according to the instructions provided
in the handout. The teacher can debrief by asking pairs to report answers to some
of the discussion questions.

To provide extended practice and solidify students’ understanding of how
professional biographies can be synthesized and organized, student pairs should
work together again to complete part C, ordering the sentences in another model
biography. The teacher can cut the sentences apart into strips (or have students
do this by giving scissors for each pair) or simply allow students to write in the
order number for each sentence on the handout.

Option: The teacher can prepare his/her own biography and/or the biography of
another well-known person. The teacher removes only the person’'s name, cuts
out the strip of each sentence in the biography, mixes them up, and has students
work in pairs to put the sentences in order. Students guess whose biography it is
and discuss the reasoning behind the ordering of the sentences.
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NOTE TO TEACHERS

Integrating Content: The model biographies are a great opportunity for the teacher
to integrate relevant, content-specific examples for students. Instead of, or in addition

to the models provided, the teacher can utilize biographies of real professionals in the
students’' content area by searching the internet or referring to a conference program
book.

Activity 2: Drafting Your Biography

The teacher explains that now it is time to

apply the elements students have analyzed Action Verbs list
to their own biographies. The teacher
distributes the Action Verbs list handout for 25 minutes

reference (see URL on page 17).

As the students work independently to draft their professional biography, the
teacher monitors students, noting any common issues, and provides individual
guidance as needed. It would be ideal for participants to input their biography
directly on a laptop for sharing and editing later.

The teacher can make some brief general comments at the end of the activity such
as:

¥Everyone's use of Is looking great”

*'ve seen some strong components present that reflect different ways of
effectively conveying appropriate biographical information.”

or

"I noticed many of you had some difficulty with . Remember,

”

If in-class writing time is not sufficient, the teacher may want to assign students to
finish drafting their biography for homework.
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NOTE TO TEACHERS

Vague or Imprecise Wording: One expression to watch out for in professional
biographies is responsible for. Although it is not altogether inappropriate and can
concisely express work duties, it is by no means the most effective word choice and
tends to be overused. In fact, the list of power verbs provided in this activity is a

resource to help students avoid the common pitfall of passive voice in their
professional biographies. Besides responsible for, other passive or vague wording
like follows instructions, completes assignments, or is involved in often misses the
mark and diminishes the opportunity to make a more active, statement about the
substantive contributions the author makes to his/her job and profession.

Activity 3: Peer Review

The teacher asks students to turn to a new
partner. The teacher distributes a Professional Professional
Biography: Peer Review Half Sheet handout Biography: Peer
(see Appendix 2C) to each student and asks Review Half Sheet
students to fill it out as they read their
partner’'s biography. This can be done by having
students swap laptops, through a cloud file

10 minutes

sharing platform (if they have typed their biographies), or simply by having
students switch papers if they have written on paper. The teacher monitors
students, and after about 5 minutes, asks them to give the paper to their partner
and discuss.

Option: If computers are used for this activity and time allows, the teacher may
want to show students how to use Microsoft Word's review features such as
track changes and comments, which are powerful tools for professional,
collaborative editing. Some resources for teaching the functions can be found
online:

Microsoft support: https:/support.office.com/en-us/article/Review-accept-
reject-and-hide-tracked-changes-8af4088d-365f-4461-a75b-35c4fc7dbabd

YouTube tutorial: https:/www.youtube.com/watch?v=SDThFb3j0vM

Handout: https:/www.cca.edu/sites/default/files/pdf/08/track-changes2.pdf
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To help wrap up the activity, the teacher polls class members: “Raise your hand if
your partner used 3rd person. Raise your hand if your partner used action verbs’
etc.

The teacher should assign students to write a second draft of their biography for
homework based on their partner's feedback.

Wrap-Up: 3-2-1 Ticket Out the Door

The teacher shares some final thoughts
with students: Scratch Paper

5 minutes

"There are many concepts that go into writing a professional biography.
As short and simple as it seems, it i1s a key, high-mileage element in
anyone’s professional toolkit and deserves careful consideration and
ongoing development. As you gain more experience and your professional

Interests change, and especially to suit different occasions/contexts, you
will need to continually revisit and adjust your professional biography as it
Is aliving document.”

Given the open-ended nature of the professional biography, the teacher asks students
to not only write 3 key words and 2 actionable ideas, but also one lingering question
related to today's topic.

After about 3 minutes of quiet writing time, the teacher invites each student to share
one of these items aloud and then submit their scratch paper as they leave class,
so that it serves as a “ticket out the door”. The teacher can read through students’
full answers to get a more complete sense of students’ learning and any lingering
Issues that may need to be addressed in a future lesson.
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Lesson 3: The Elevator Pitch

e Identify what constitutes an ideal professional network
e Summarize the components of an effective elevator pitch
* Create and demonstrate an elevator pitch

e Evaluate the effectiveness of a peer's elevator pitch and provide
constructive criticism

Student Copies:

e Elevator Pitch Reading handout

Single Copy or Reference:

e Elevator Pitch Jigsaw handout

Props, Technology, or Other Resources:

e Computer, Internet connection, and LCD projector

* Youtube Video 1: https:/www.youtube.com/watch?v=7BBrgb9AfUY
* Youtube Video 2: https:/www.youtube.com/watch?v=7fGzh0XcdCc

e Pens, poster paper, and tape (optional)
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Lesson Plan 1 hour 30 minutes

Warm-Up: Dream Connection

Students imagine what they would do if
they encountered their dream professional
network connection at a conference.

None

10 minutes

Activity 1: Introduction to the Elevator Pitch

Using a modified jigsaw technique, students
read and summarize a handout describing
the elevator pitch.

Elevator Pitch Jigsaw handout

15 minutes

Activity 2: Elevator Pitches Video Viewing

Students watch 2 videos on networking and Elevator Pitch Reading
giving an elevator pitch. handout

2 Youtube Videos

20 minutes

Activity 3: Drafting and Practicing the Elevator Pitch

In pairs, students help each other draft their Video camera or voice recorder
elevator speeches, and then role play their to record the elevator pitches,
scenarios for the class. optional

40 minutes

Wrap-Up: Debrief/Accountability

Students discuss the types of situations

that they might need to have a pitch
prepared; they then discuss advantages and
disadvantages of having a prepared elevator
pitch.

None

5 minutes
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Warm-Up: Dream Connection

The teacher has students get into small

groups and provides the following scenario: None
Imagine you met your dream professional
connection at a conference. 10 minutes

Groups are asked to brainstorm a list of topics that they would discuss with their
‘dream connections” if they were to meet them at a conference.

The teacher asks students to share the ideas they discussed in their groups with
the rest of the class. Using a graphic organizer, the teacher collects students’
ideas on the board as they call them out.

NOTE TO TEACHERS

An Elevator Pitch is defined as a short speech (as long as an average elevator ride)

that provides the listener with a brief outline of the speaker'’s expertise and project
ideas. The objective is for the listener to be impressed by the speaker and remember
the interaction.
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Activity 1: Introduction to the Elevator Pitch

Before class, the teacher should have cut
the Elevator Pitch Jigsaw Reading handout Elevator Pitch Jigsaw
(see Appendix 3A) into 7 pieces. He/she puts handout

the students into 7 roughly equal groups
and gives each group one piece of the
reading.

15 minutes

The teacher instructs students in groups to first read their piece silently; then, in
groups, they should create a summary and discuss how their piece of the article
relates to their profession.

The teacher reassembles students and asks each group to share the contents of
their section, and their thoughts about how it relates to their profession with the
class.

Option: Time permitting, the teacher can ask each group to create a poster
representing its piece of the jigsaw. Students can either collaboratively present
their posters to the class or the teacher can organize the share activity as a
Gallery Walk, with different group members rotating to explain their poster
while the other group members walk around the class listening to their peers’
explanations.

NOTE TO TEACHERS

In Jigsaw Reading, students are typically first divided into “expert” groups (where
members of each expert group read one part of the reading), then reconfigured into
‘ligsaw groups” with one member of each expert group present in the new group.
Once assembled into jigsaw groups, students share their information orally and
assemble the reading. In this modification of the jigsaw technique, students in the

expert group summarize their piece of the reading and then share it in the whole class
configuration. Jigsaw reading promotes interdependent learning and builds a strong
classroom community. It also can serve as a method for delivering differentiated
Instruction since teachers can match the reading level of the text to student levels in
the expert group. When students with differentiated levels of ability join their jigsaw
groups, they have the opportunity to learn from their peers, who have also worked
with a text that is level-appropriate.
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Activity 2: Elevator Pitches Video Viewing

The teacher shows the class video 1 (see
URL on the right) of an expert networker YouTube Video 1 and 2
explaining what an elevator pitch is. After
students have watched the descriptive
video, the teacher calls on individual
students to describe what they learned. 20 minutes

Elevator Pitch Reading

handout

Before showing the students video 2 (see URL above) of a woman giving an
elevator pitch, the teacher instructs the students to take notes as they watch the
next video.

After the video, the teacher asks the students to share their preliminary reactions
to the video.

To help students recall the content of the jigsaw reading, the teacher distributes
the Elevator Pitch Reading handout (see Appendix 3B). He/She asks students to
watch video 2 a second time and decide, based on what they know about effective
elevator pitches, if the woman gave an effective pitch. The teacher asks students
to provide specifics from the reading to support their point of view.
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Activity 3: Drafting and Practicing the Elevator

Pitch

The teacher puts the students into pairs and
has each pair collaboratively construct 2 None
elevator pitches, one for each student. He/
She tells the students that they can refer
to the information from their 100 word
biographies (from Lesson 2 of this unit) for
Inspiration.

40 minutes

The teacher instructs students to practice their pitches with their partners,
ensuring that the pitches are each under 1 minute in length.

The teacher tells students that each pair will now role play their pitches for the
class. He/She instructs each member of the pair to choose a role to play when
they are the recipient of the pitch (e.g., a conference colleague, a field expert, a
potential new partner).

The pairs then demonstrate their pitches for the class, making sure that they
mention what their roles are during their demonstration. For each pitch, students
in the audience are instructed to think of one good aspect of the speech and one
aspect that needs improvement.

Based on the peer feedback received, the teacher makes a collective list on
the board of the primary areas that students need to concentrate on to make
Improvements on their elevator pitches.

NOTE TO TEACHERS

Integral Content: This is an ideal place in the lesson to integrate students’ content area

interests. The teacher should emphasize that for the elevator pitches to be effective,

students should integrate pertinent information about their professional interests and

discuss projects that are related to their jobs and industries.
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Wrap-Up: Debrief/Accountability

The teacher puts students into small groups
and asks them to brainstorm a list of
situations that would call for them to have a
pitch prepared, such as a conference or a
business meeting.

None

5 minutes

The teacher asks each group to write their list on the board so they can
collectively compile a large list of ideas.

The teacher asks students if there are cases where having an elevator speech

prepared could be a disadvantage and if so, why? He/She has students share their
opinions with the rest of the class.
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APPENDIX
UNIT 1
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APPENDIX 1A: Professional Networking

Fill in the information below:

What is professional
networking?

Where can you
network
professionally?

Why are professional
networks important?

Image Source: LMI-PCSL Forum

What are the six most important words to use when you are networking?

1. Examples:
2. Examples:
3. Examples:
4. Examples:
5. Examples:
6. Examples:
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Steps to Networking:

1) Introduce yourself
Respectfully introduce yourself; then steer the conversation toward your networking
contact.

2) Ask questions
Encourage contacts to talk about themselves and their work. Look for ways to

connect with them.

3) Listen
Remember to use eye contact and be an active listener.

4) Follow up
Create follow-up opportunities, e.g., by asking “What’s the best way for me to get in

touch with you?” or saying “Let’s exchange emails so we can stay in touch.”

Write notes on the back of the contact’s business card or in your phone so that you
remember how you are going to follow up.

Image Source: LMI-PCSL Forum
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APPENDIX 1B: Tips for Improving Listening and Conversation Skills

Tip 1: Ask Follow-Up Questions to keep the conversation moving forward and show that you
are interested in what your conversation partner has to say.

» “What happened next?” » “What do you think about that?”

» “Why do you say that?” » “Did you like it?”

» “How/When/Where did that happen?” » “Do you enjoy working there?”

» “What did you say?” » “What’s your favorite part of the project?”

Tip 2: Use Rejoinders such as that's too bad, that's great, or I'm sorry to hear that to
demonstrate to your conversation partner that you understood what they said and are
reacting to it. Rejoinders do not convey any new information, but they serve the important
function of keeping the conversation going.

o . . III
> nRea“y?n > FaSCInatIng.
> ”WOW, that’s amazing!n > That’s so funny.
> ”Hmm...” > That S great.
» “That must have been a great experience.” > “'msorry to hear that.
€Dy g » “That’s too bad.”
» “Right
“" 'II
> “True” » “Ohno!
> >

{ow VA . '”
“Incredible” That’s terrible!

Tip 3: Use Positive Body Language to show your listener that you are paying attention to
what they have to say and are interested in talking to them.

Look at the person > Don’t cross your arms

Smile » Don’t be distracted by your cell phone or

Maintain eye-contact other electronic devices

YV V V V

Nod your head

Image Source: LMI-PCSL Forum
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Tip 4: Ask Open-Ended Questions (also known as information questions or wh-questions)
that encourage your conversation partner to answer with more than a “yes” or “no.”

Compare:

“Do you work for the Ministry of Education?”
“In what capacity do you work for the Ministry of Education?”

Questions that encourage longer answers usually start with the following question words:

>  “Who...?”
“What...?”
“Where...?”
“When...?”
“Why...?”
“How...?”

Y V.V V VY

Tip 5: Repeat or Paraphrase what your conversation partner has just said. This shows the
speaker that you are actively listening to what they are saying and you are interested.

Example 1:

Working on the
UNICEF project

was great.

Example 2:

I’'ve worked at my job
for about 22 years.
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Practice: Write down several Follow-Up Questions that you could say after each of the
conversation starters below. Then practice with a partner and see how long you can keep
the conversation going. Remember to use all five of the conversation tips while you talk.

Practice 1:

Where do you

work?

| work at the U.S.
Embassy.

Possible Follow-Up Questions:

Practice 2:

Do you have plans
for the holiday?

I’m going to visit
my family.

Possible Follow-Up Questions:
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APPENDIX 2A: Find Someone Who...

Walk around the room and ask classmates about the topics below. If the person answers “yes”
(and can explain), write her/his name in the box. Find a different person for each box. Do not
tell information without being asked — you should have short, genuine exchanges with your
classmates. The first person to finish a row wins!

v

Example: _
...loves English!

... has worked at [ ... has only worked [ ... has appeared on ...has won a
more than 3 at 1 professional TV, on the radio, professional or

different job orinthe academic award
professional jobs newspaper

...has conducted | ... enjoys analyzing ...can name ... speaks 3 or
primary research data his/her dream job more languages

... has worked or [} ...has volunteered | ... has collaborated | ... has delivered a
studied abroad on a team project professional
at work conference
presentation

.. isa member of a | ... has worked with ... has a great ... has written a
professional international project idea that professional
association colleagues needs funding biography before
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APPENDIX 2B: Analyzing the Professional Biography Genre

A. Guiding Questions: As you read model biographies and begin to write your own,
consider the following questions:

What is your current position?

What is your professional background?

What is your area of expertise?

What institutions did you graduate from?

What degrees, certifications, and or licenses do you hold?
Have you published?

Is there a special project you are currently involved in?
Are you a member of any professional associations?

© 0 NOU A WDNPRE

Have you received any awards?
10. What are your professional interests?

B. Read the following biographies. We will discuss:
e What verb tenses are used? Are they written in 1st or 3rd person?
e Are all the Guiding Questions from part A addressed in these bios?
e How many words do you think each one has?

e How are names, degrees, and countries of origin written?

Model #1

Mr. Dan Potash (USA) is Chief of Party for Private Finance Advisory Network, a 5-year USAID
program for promoting clean energy in Asia. Dan was previously a project financing consultant
for seven years with Advanced Engineering Associates International, working in Afghanistan
and Pakistan. Prior to that he was with Tetra-Tech Inc. and Credit Suisse First Boston. Dan
helped mobilize project financing for more than 2,000 MW of power projects, in the U.S.,
China, Armenia, Moldova, India, Mexico and Pakistan. He consulted on projects involving GE,
Gamesa Energia, Electricitie de France, Union Fenosa, United Airlines, International Paper, and
small start-ups such as Wind Harvest. Dan has a B.S. in Industrial Engineering and an MBA
from Columbia University.
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Model #2

Phuong Nguyen (Vietnam) has been working for the International Cooperation Department at
the National Institute of Hygiene and Epidemiology in Vietnam since 2007. She manages a
variety of international government projects in her institution. Additionally, Phuong works
directly with projects focusing on emerging infectious diseases, neglected infectious diseases,
and global health security, funded by the Center for Disease Prevention and Control, the World
Health Organization, Nagasaki University, and the National Institute of Infectious Diseases in
Japan. Her professional interests include developing prevention and intervention programs to
protect women and children from acquiring infectious diseases. Phuong received her bachelor’s
degree in public health from the Hanoi Medical University, Vietnam in 2006 and she finished
her master’s course in the same specialization at the University of Melbourne, Australia in
2015.

Model #3

Dr. Nyein Wai (Myanmar) is the Assistant Director and the Head of the International Affairs and
Information Section of the Ministry of Education, Myanmar. Dr. Nyein was previously a
member of the E-government and Web Development Team at the Ministry of Science and
Technology. In addition to his administrative responsibilities as the Assistant Director, he also
serves as a Technical Advisor for ICT development in the Union Minister’s Office of Education
and a Team Leader for the Website Development and Administration Team. Dr. Nyein holds a
Bachelor of Engineering degree in Mechanical Engineering from Mandalay Technological
University. He earned his M.E in Mechanical Engineering from Yangon Technological University
and Ph.D. in Mechanical Engineering from Mandalay University. Dr. Nyein is currently involved
in web-development for the Ministry of Education’s official website and e-mail hosting
development projects.

C. Sentence strips: Try putting the sentences of a model biography in order. We will
discuss:
e Whose biography is it?
e [sthere more than one way to order the sentences?

e What are some good “sentence starters” that you could borrow?
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Order # Sentences

Her research interests include material development, learning strategies,
learner autonomy, and second language writing.

Apiwan Nuangpolmak (Thailand) serves as the Project Manager of the Lower
Mekong Initiative English Support Project: Professional Communication Skills for

Leaders.

She has conducted numerous teacher trainings and outreach workshops to enhance
the teaching of English in the region.

Dr. Nuangpolmak is currently a lecturer at Chulalongkorn University Language
Institute where she teaches courses such as English for Academic Purposes, Spoken
English for Fine and Applied Arts Profession, Skills in English for Graduates, and
Thesis Writing.

She earned a Bachelor of Arts from Chulalongkorn University, before completing a
Master of Applied Linguistics (TESOL), followed by a Ph.D. in Linguistics from

Macquarie University, Australia.
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APPENDIX 2C: Professional Biography: Peer Review Half Sheet

Instructions: Read your partner’s biography and fill out this form to provide constructive feedback.
When you are finished, you will give this form to your partner and discuss your analysis.

Your partner’s name: Your name:

Does his/her biography address the guiding questions?
s it written in the 3™ person (NOT I, me, or my)?

Is it formal?

Is it 100-150 words? How many exactly?
Is there a variety of sentence starters used?

Does it spell out any acronyms?

Does it avoid personal information, like salary, age, etc.?
Does it avoid flattery?

But does it still use strong action verbs? List some examples

N

What is your favorite part of the biography?

What is one thing that could be improved?

Professional Biography: Peer Review Half Sheet

Instructions: Read your partner’s biography and fill out this form to provide constructive feedback.
When you are finished, you will give this form to your partner and discuss your analysis.

Your partner’s name: Your name:

Does his/her biography address the guiding questions?
Is it written in the 3 person (NOT I, me, or my)?

Is it formal?

Is it 100-150 words? How many exactly?
Is there a variety of sentence starters used?

Does it spell out any acronyms?

Does it avoid personal information, like salary, age, etc.?
Does it avoid flattery?

But does it still use strong action verbs? List some examples

N

What is your favorite part of the biography?

What is one thing that could be improved?
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APPENDIX 2D: Writing a Conference Biography

Writing a Conference
Biography

Turn & Talk

Imagine you are attending a conference.
You see in the program that there are 2
parallel (simultaneous) session options
that interest you because they are on
the same topic. How do you decide
which one to attend?
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APPENDIX 2D: Writing a Conference Biography

Obijectives

Participants will be able to:

|. Understand the purpose and
structure of a professional
conference biography

2. Write a biography for submission to
a professional conference

Outline

|. Purpose of Conference Biographies
2. Basic Guidelines

3. Content and Structure
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APPENDIX 2D: Writing a Conference Biography

|. Overview of
Conference Biographies

Why Do You Need a Bio?

= Common part of applying to present at a
conference

= Used in the conference program as a quick
reference for attendees
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APPENDIX 2D: Writing a Conference Biography

Why Do You Need a Bio? (cont.)

= May guide choice of
session attendance

= Helps audience ask
relevant questions
and connect with you
about specific,
common interests

Why Do You Need a Bio? (cont.)

= Concise professional introduction

= Calls attention to relevant aspects of your
background

= Helps contextualize your presentation
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APPENDIX 2D: Writing a Conference Biography

2. Basic Guidelines

Keep in Mind
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APPENDIX 2D: Writing a Conference Biography

Keep in Mind (cont.)

= Content focused on
professional
experiences &
accomplishments

® |Includes strong
action words

Image Source: LMI-PCSL seminar License: CC Public Domain

Biography Do’s and Don’ts

It’s a good idea to...

= Err on the side of formality

= Be concise and specific

= Provide an example

= Spell out abbreviations/acronyms
= Tailor your content to the occasion

= Mention your country of origin in an international
context

Image Source: http://blog.roblox.com/wp-content/uploads/2013/06/Thumbs-Up-and-Down.pngLicense: CC Public Domain
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APPENDIX 2D: Writing a Conference Biography

Biography Do’s and Don’ts

It's NOT a good idea to...

® Try to use humor or sarcasm

= Mention salary, family, address, or age

= Provide irrelevant information

= List every single thing you’ve ever done at work

= Overstate your accomplishments or flatter
yourself too much

3. Content and Structure
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APPENDIX 2D: Writing a Conference Biography

Turn & Talk

Duong Le has been working as an
Environmental Engineer at the Ministry of
Profession Environment and Natural Resources since
1995. He works in the Water Resources
Group and is responsible for a variety of
water resources projects. Duong has a
& Bachelor of Science (BS) degree in

environmental science from Hanoi
University and a Master of Science (MS)

degree in water management from the
same university, graduating in 1999. His

area of professional interest is the impact of
m climate change on water levels in the
Mekong River. His current project and

research paper involves the measurement
of changes in flow rates through the
Mekong delta and into the sea.
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APPENDIX 2D: Writing a Conference Biography

Open with Your Position

= Summarize your professional experience

Ms. Nguyen Thu Thuy has taught English to
business professionals in Hanoi for over ten years.

Open with Your Position (cont.)

= Tell who you are professionally

Dr. Vannarath Te is an English lecturer at the
Institute of Foreign Languages, Royal University of
Phnom Penh, and a self-employed dentist.
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APPENDIX 2D: Writing a Conference Biography

Describe Your Responsibilities

Over the past three years, her focus was on creating
and implementing the Employment Readiness classes
where she taught English for Healthcare and English for
Retail Employment.

Provide Educational Background

Ms. Apiwan received a BA in English from
Chulalongkorn University, Thailand before completing a
Master’s in Applied Linguistics followed by a PhD in
Linguistics from Macquarie University, Australia.
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APPENDIX 2D: Writing a Conference Biography

State Professional Interests

Her PhD thesis, “Facilitating Language Learning Through
a Multilevel-task Approach” reflects her research
interests, which include material development,
motivational strategies, fostering learner autonomy and
writing instruction.

Summarize Current Project/s

Currently, Ms. Jury serves as a team leader and
academic coordinator with the Lower Mekong Initiative
Professional Communication Skills for Leaders Project
at Chulalongkorn University Language Institute (CULI).
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APPENDIX 2D: Writing a Conference Biography

What's the Problem?

Doctor Huoy Hem (Cambodia) was born in Phnom
Penh in 1982 and raised by two loving parents who
encouraged her passion for science. She is married
and has two beautiful children, Sochea and Linh. Dr.
Huoy received 3 science degrees and is now given
many tasks to do at work. She has presented at
prestigious conferences in Bangkok, Naypyidaw,
Hanoi, Vientiane, and Battambang. Highly intelligent,
hardworking, and extremely devoted to her research,
Dr. Huoy makes this world a better place.

Final Thoughts

= A professional conference biography informs
potential audience members of your areas of
expertise

= The goal is to share an overview of your
professional experience in a short space

= |t must follow the requirements for length

24

= Seek help for editing and proofreading
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APPENDIX 2D: Writing a Conference Biography

References

W http://www.labtimes.org/labtimes/issues/It2008/It

02/It_2008_02_50_5I.pdf

W http://career.opcd.wfu.edu/files/201 1/05/Action-
Verbs-for-Resumes.pdf
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APPENDIX 3A: Elevator Pitch Jigsaw Reading

Know your objective.

You have to decide what your main objective is in the ~30 seconds that you have to explain
your position or idea. Do you want to just introduce yourself? Are you trying to sell a project
idea? Do you want to tell some representatives about your department or institution? When
you meet someone at a conference, you should know your objective in advance. For example,
do you want to develop your professional network by getting business cards and contacting
people? Do you want to see which organizations might like to help with a new project that you
have in mind?

Example of language: Hi! How are you? | see that you work at the Ministry of Electric power. I've
always been interested in the work that your organization does in the ASEAN region. Do you
have any ongoing projects on sustainable energy development in Laos?

Think about what you want people to remember about you.

You will need to describe your department and its current or recent projects as well as the
problems you’re solving and how you are helping people. Start your pitch by describing what
your organization does. Focus on the problems that you solve and how you help people. If you
can, add information or a statistic that shows the value in what you do.

Example of language: Yes, | work for the Ministry of Education, overseas projects department.
Mainly we work in Education development projects such as professional development for in-
service teachers and building projects for new schools.

Explain what makes your work special compared to the others at the conference.

Make sure you discuss what makes your organization special, unique, and different from other
organizations in the same field. For example, how did you solve a problem by taking a new
approach that had never been used?

Example of language: Our department is unique because we were the first in my country to
partner with INGOs that work primarily in Environmental conservation.
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Think of a question that relates to the needs of your industry.

Brainstorm some questions related to the listener’s interests and needs. Ask a question that
they can answer and that would show them that you care about what they do.

Example of language: So what do you think about the new electric dams being built along the
Mekong River?

Can you do all these things in 20-30 seconds?!

When you've completed each section of your pitch, put it all together. Then, read it aloud and
use a stopwatch to time how long it takes. Your elevator pitch should be no longer than 20 - 30
seconds. Otherwise you risk losing the person's interest or seeming like you don’t care about
their time. Then, try to cut out anything doesn't absolutely need to be there. Remember, your
pitch needs to be snappy and compelling, so the shorter it is, the better!

Ask if you can get their contact information so you can talk to them about future
partnerships.

One of the benefits of attending an international conference is that you have the opportunity
to expand your professional network. Make sure that once you have gained a person’s interest
in your work, you ask permission to contact them in the future in case you have an idea or a
project that may interest them and their organization.

Example of language: Can | have your card? Thank you! Would you mind if | contact you in the
future in case we have a project that involves monitoring the illegal trade of endangered species
in the Lower Mekong Region?

Are you aware of your body language?

Remember that your body language says a lot about you (maybe more than your words!). Make
eye contact, hold your hands out of your pockets, and have good posture. Positive body
language shows that you can be trusted.
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APPENDIX 3B: Elevator Pitch Reading

Know your objective.

You have to decide what your main objective is in the ~30 seconds that you have to explain
your position or idea. Do you want to just introduce yourself? Are you trying to sell a
project idea? Do you want to tell some representatives about your department or
institution? When you meet someone at a conference, you should know your objective in
advance. For example, do you want to develop your professional network by getting
business cards and contacting people? Do you want to see which organizations might like
to help with a new project that you have in mind?

Example of language: Hi! How are you? | see that you work at the Ministry of Electric
power. I've always been interested in the work that your organization does in the ASEAN
region. Do you have any ongoing projects on sustainable energy development in Laos?

Think about what you want people to remember about you.

You will need to describe your department and its current or recent projects as well as the
problems you’re solving and how you are helping people. Start your pitch by describing
what your organization does. Focus on the problems that you solve and how you help
people. If you can, add information or a statistic that shows the value in what you do.

Example of language: Yes, | work for the Ministry of Education, overseas projects
department. Mainly we work in Education development projects such as professional
development for in-service teachers and building projects for new schools.

Explain what makes your work special compared to the others at the conference.

Make sure you discuss what makes your organization special, unique, and different from
other organizations in the same field. For example, how did you solve a problem by taking
a new approach that had never been used?

Example of language: Our department is unique because we were the first in my country to
partner with INGOs that work primarily in Environmental conservation.

Think of a question that relates to the needs of your industry.

Brainstorm some questions related to the listener’s interests and needs. Ask a question
that they can answer and that would show them that you care about what they do.

Example of language: So what do you think about the new electric dams being built along
the Mekong River?
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Can you do all these things in 20-30 seconds?!

When you've completed each section of your pitch, put it all together. Then, read it aloud
and use a stopwatch to time how long it takes. Your elevator pitch should be no longer
than 20 — 30 seconds. Otherwise you risk losing the person's interest or seeming like you
don’t care about their time. Then, try to cut out anything doesn't absolutely need to be
there. Remember, your pitch needs to be snappy and compelling, so the shorter it is, the
better!

Ask if you can get their contact information so you can talk to them about future
partnerships.

One of the benefits of attending an international conference is that you have the
opportunity to expand your professional network. Make sure that once you have gained a
person’s interest in your work, you ask permission to contact them in the future in case you
have an idea or a project that may interest them and their organization.

Example of language: Can | have your card? Thank you! Would you mind if | contact you in
the future in case we have a project that involves monitoring the illegal trade of
endangered species in the Lower Mekong Region?

Are you aware of your body language?

Remember that your body language says a lot about you (maybe more than your words!).
Make eye contact, hold your hands out of your pockets, and have good posture. Positive
body language shows that you can be trusted.
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UNIT 2
CONFERENCES AS
PROFESSIONAL DEVELOPMENT




Introduction to Conferences as
Professional Development

This unit consists of three individual lessons designed to help students fully utilize
conferences as professional development opportunities. Throughout the lessons,
students reflect upon and develop their opinions regarding conferences, evaluate
online conference information, create personal action plans, and expand practices
for participating in and sharing conference experiences.
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Background

This foundational unit comprised of three lessons serves as the thematic and conceptual
underpinning of the broader curriculum. It establishes the significance of conference-going
for professional development, guides students through basic components of a conference
experience, and engages them in important considerations of conference issues: common
pitfalls, solutions to overcome challenges, and practical pathways to increase involvement.

Through these lessons, students are empowered to take ownership of their conference
practices, so that they can be active participants in shaping their own career and their
fleld. Although the simplest way to use these lessons may be to teach them first before any
others in the curriculum, they may also be interspersed with other lessons to help remind
students of the “big picture” at key intervals and gradually build in long-term professional
development aims.

Globalization - international integration resulting from the exchange of
cultures, including world views, products, and ideas

Critical Thinking Skills - a process which stresses an attitude of suspended

judgement, incorporates logical inquiry and problem solving, and leads to an
evaluative decision or action (National Council of Teachers of English (NCTE)
Committee on Critical Thinking)
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Approach

With the rate of globalization rapidly increasing in countries around the world, there is a
rising demand for the inclusion of critical thinking skills in school curriculum. Critical
thinking skills, in particular, being highly opinionated, have traditionally been considered

a tenet of Western education. However, there is more to critical thinking than expressing
opinions. Other skills include evaluating information, making observations and comparisons,
avoiding jumping to conclusions, and understanding issues from multiple perspectives. This
unit provides students with a variety of activities that challenge them to strengthen and
develop critical thinking skills as they reflect on their past conference experiences and learn
new strategies for participating in and making the most of future professional development
opportunities.

This unit helps students approach the practice of conference-going purposefully, building
critical awareness of how to select conferences and analyzing digital information, strategies
for applying to present at conferences, and goal-setting habits that will enable students to
maximize their conference experience. Throughout the unit, practical tools like a note-taking
device and action plan, as well as numerous opportunities for reflection and discussion, lead
students on the path towards overall professionalization.

Throughout these lessons, the Integrating Content section of the Note to Teachers boxes
provide suggestions to the teacher on how to tie the lesson content to students’ professional
areas of interest and to integrate content-specific language into the activities. Incorporating
vocabulary and materials that are specific to the students’ field of work or study helps to
make the lessons relevant to the immediate communication needs of the students. This
Increases student motivation and helps to foster a more positive learning environment.
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Lesson Objectives

e Identify and analyze the typical components of
a professional conference

e Discuss and articulate the significance of
1- The Practice of conference-going as a practice of ongoing
Conference-Going professional development and career growth

e Anticipate common challenges in conference-
going and develop constructive solutions with
peers

e Locate valid conference opportunities to give
presentations

e Critically analyze a conference website to
determine its validity

2- Critical Conference » Network with colleagues for the purpose
RCECE o]y of applying to conferences and increasing
presentation opportunities

e Create an action plan for applying to a
conference

e Take notes quickly and utilize an effective note-
taking organizenr

3- Getting the Most out of Identify professional goals for continued
Conferences and Action iImprovement in presentation skills,
Plans presentation applications, and support

e Worite an action plan using a scaffolded form
including steps, benchmarks, and evaluations
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Lesson 1: The Practice of Conference-Going

e Identify and analyze the typical components of a professional conference

e Discuss and articulate the significance of conference-going as a practice of
ongoing professional development and career growth

e Anticipate common challenges in conference-going and develop
constructive solutions with peers

Student Copies:

e Conference Pathways worksheet, Versions A and B

Single Copy or Reference:

* None

Props, Technology, or Other Resources:

e Black/white board or poster paper & markers

e largesigns

e Conference Metaphor and What Would You Do? card sets, cut apart
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Lesson Plan 1 hour 10 minutes

Warm-Up: What's So Important About Conferences? KWL
(Know-Want to Know-Learned) Chart

Teacher leads students through a K-W-L graphic Black/white board or
organizer in whole class format in order to activate poster paper & markers
background knowledge and preview issues on the
topic of conference-going.

10 minutes

Activity 1: Conference Controversies 4 Corners

The classroom'’s 4 corners are labeled with (strongly/
somewhat) agree and (strongly/somewhat) disagree;
students move to the corner that represents their
opinion in response to provocative statements the
teacher reads about the practice of conference-going.
The class then discusses each statement.

Large Signs

15 minutes

Activity 2: Conference Pathways Information Gap

Students work in pairs to complete an information Conference Pathways
gap worksheet depicting visuals of the typical Worksheet handout A&B

components of a professional conference. )
20 minutes

Activity 3: Deeper Meaning of Conferences Small Group

Discussion
Students work in small groups, taking turns drawing Conference Metaphor
cards, offering their personal response, and and What Would You Do?
discussing the significance of conference-going cards
as a practice of personal career development and .
professional service. 20 minutes
Wrap-Up: Revisit the KWL Chart
The class revisits the L (Learned) portion of the KWL Previously-made KWL
chart to reflect and record their biggest takeaways chart
from this lesson about conference-going. :
5 minutes
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Warm-Up: What's So Important About
Conferences? KWL (Know-Want to
Know-Learned) Chart

The teacher introduces the topic of the lesson

and draws a three-columned chart on the Black/white board
board, poster paper, or somewhere that can or poster paper &
remain visible to the whole class throughout markers
the entire lesson. The teacher labels each 10 minutes
column as K (Know), W (Want to Know) , and L
(Learned).

What I Know What I Want to Know What I Learned

The teacher leads the class through a discussion of the Kand W columns with
regard to the topic of conference-going. To establish a sense of students’ baseline
knowledge and experience with conferences, the teacher can take quick polls by
asking students (“raise your hand"):

"Who has attended a professional conference before?”

"Who has given a conference presentation in your native language?”

"Who has given a conference presentation in English?"

In order to elicit some phrases to fill in to the Kand W columns of the chart,
teacher can ask guiding questions such as:
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"What do you know about conferences?”
"What do you want to know?"

"What types of conferences are there?”

"What are some components of a conference?”

"Why do we go to conferences?”
"How often should we go to conferences?”

*"What should the outcome of a conference be?”

After several phrases have been elicited and recorded under the Kand W
columns, the teacher lets the class know that they will return to fill in the L column
at the end of the lesson.

Activity 1: Conference Controversies 4 Corners

The teacher labels the four corners of the classroom
with large signs that read Strongly Agree, Somewhat
Agree, Strongly Disagree, and Somewhat Disagree
and explains to the class that several opinion
statements about conferences will be read. After
each statement, students are to move to the corner of
the room that corresponds to their own personal
response to the statement. The teacher says:

Large Signs

15 minutes

"So for example, if the statement is ‘English spelling is very simple and easy
to learn!” everyone should move to the ‘Strongly Agree’ corner, right? Just
kidding! Please be honest. This isn't a test, there are no right or wrong

answers. The point of the activity is to promote discussion of different
viewpoints related to conferences.”

The teacher checks comprehension of the instructions by asking a student to
repeat the instructions in his/her own words and asking students to give a few
more examples of statements that could be used during the activity.

The teacher asks all the students to stand up; he/she then proceeds to read each
of the following statements, one-by-one:
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. People usually go to conferences because their boss sends them.

. It's essential to go to conferences in order to remain relevant and
thrive in your profession.

. Conferences are crowded, confusing, and overwhelming.

. Conferences are refreshing, re-energizing, and inspiring.

. It's very difficult to get accepted to present at conferences.
. It's enough to go to one or two conferences in your career.
. Only well-known experts should present at conferences.”

The teacher may display each statement on a PowerPoint slide to aid in compre-
hension. He/She pauses after reading each statement to allow students to move
to different corners (if their response changes) and to conduct a brief, whole class
discussion about why students responded as they did.

Activity 2: Conference Pathways Information Gap

The teacher explains that most professional

: Conference
conferences have the same basic components,

which are important to be aware of. We need to Pathways worksheet,

Versions A and B

anticipate these components in order to utilize or
participate in them wisely and get the most out of 20 minutes

our conference exper‘ienoe.

The teacher shows the class the two versions of the Conference Pathways
worksheet (see Appendix 1A and 1B) and tells students they will be working in pairs
to map out some pathways through ten different components of conferences. He/
She explains that the worksheets are almost exactly the same, except that student
A has one set of the answers and student B has the other set.

Each student must take turns asking and answering questions in order for both
students to have a complete worksheet at the end. The teacher emphasizes that
students cannot simply show each other their papers and copy down the answers.
Instead, they must talk and explain things to one another to complete the activity.

The teacher can ask follow up guestions to check comprehension of the
instructions. He/She then passes out the worksheets (A and B) to each pair of
students.
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Student pairs work together, taking turns asking and answering questions and
filling in their worksheets. The teacher monitors to ensure that students are not
looking at each other's paper and to encourage the negotiation of meaning in
cases of any breakdown of communication. For example, if one student does not
understand what his/her partner has said, the teacher should encourage them
to seek clarification, perhaps supplying in advance some helpful phrases of
clarification such as:

"Could you repeat that, please?” or

"How do you spell that?" or
" et me check that I wrote this correctly.”

After most groups have finished the worksheet, the teacher leads a whole class
debrief to check the answers, asking students to expand briefly on each compo-
nent:

"What do people do at each site?”
"What would you be likely to see or hear there?”
*Have you ever experienced that at a conference?”

NOTE TO TEACHERS

Information Gap is a classic English language teaching activity type that seeks to
enhance the communicative potential of a text (e.g., a dialogue, a reading, a map). In an
Information gap, each pair of students is given complementary pieces of information

from a larger whole, for example two different pieces of a single train schedule or two
different sets of locations from the same map. The aim of the activity is for students to
engage in a genuine exchange of information, asking questions of the partner that only
that person can answer. Through this process of purposeful asking and answering,
the negotiation of meaning can emerge.

As students speak to each other during the information gap, difficulties in communica-
tion, instances in which one student does not understand what the other has said are
likely to occur. This prompts the students to clarify meaning with one another, and it is
through this struggle to arrive at a common understanding that some of the richest,
most meaningful language acquisition can occur.
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Activity 3: Deeper Meaning of Conferences Small
Group Discussion

The teacher places students in small groups of

3-5 and explains that now it is time to discuss the Conference

deeper career significance of conference-going. Metaphor Discussion
He/She explains that each group will receive a SEUCE

set of Conference Metaphor Discussion cards What Would You Do?
(see Appendix 1C) and that they should take turns cards

reading and discussing the topic on the card as a
group. The person who draws the card should
read it aloud and must think of some reasoning
behind the metaphor. For example, if the card says, “a conference is like ASEAN,
because,” students would have to think of how they could compare these two
entities.

20 minutes

The teacher explains that in this case, the students might say, “because they both
depend on input from multiple perspectives” or “because they are both
collaborative platforms for mutual benefit”

The teacher stresses that there is no one right answer and that students will need
to be creative and think critically to find a connection for some of the metaphors.

The sets of Conference Metaphor discussion cards are now passed out to each
group and the teacher instructs students to begin, allowing about 7 minutes for
groups to discuss.

He/She monitors their conversations to offer assistance if groups are truly
struggling (though an alternate possibility is to allow students to “pass” on cards
that are too difficult).

The teacher then stops the groups and checks in to ask about progress, e.g.,
asking “What was the most interesting metaphor from each group?”

The teacher explains that students should move on to the next set of What Would
You Do? discussion cards (see Appendix 1D). Students should take turns
drawing the cards. The student who draws the card must read it aloud to the
group. This card will describe a problem students might face related to
conference-going, and the rest of the group will need to offer advice to deal
constructively with the problem.

The teacher passes out the new card sets to each group and instructs them to
begin. He/She monitors work again and stops students after about 10 minutes.
The teacher can elicit volunteers to share the best advice they received for a
problem they discussed in their group.
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Wrap-Up: Revisit the KWL Chart

The teacher returns the class' attention to the
KWL chart from the beginning of class. The Previously-made KWL
teacher leads a discussion reviewing and chart

checking off any of the W (want to know) items
that were covered in the lesson and elicits a
few additional takeaways to be recorded in the
L (Learned) column.

5 minutes

Homework Idea:
Why I Attend Professional Conferences

In order for students to get a more realistic sense of the importance of the
practice of conference-going, and to later pool a list of possible conferences
with the class, the teacher may assign students to interview another
professional in their field— e.g., a supervisor, colleague, friend, or teacher.
The students should interview this individual about his/her thoughts on

conference-going. Students can ask, for example:

* Do you attend/present at professional conferences? Why or why
not?"”

*What role do/could conferences play in your career development?”

* Do you feel you have a professional responsibility to contribute to

conferences? Why or why not? "

Students can report out in the next lesson.
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Lesson 2: Critical Conference Research

e Locate valid conference opportunities to give presentations
e Critically analyze a conference website to determine its validity

e Network with colleagues for the purpose of applying to conferences and
Increasing presentation opportunities

e Create an action plan for applying to a conference

Student Copies:

e Tips for Determining if a Conference is Real handout

e Comparing Conference Features Webquest worksheet
Props, Technology, or Other Resources:

¢ One laptop, computer, tablet, or smart phone per two students with internet
access

e Scratch paper
e http://www.algalbbb.com (fake)

e http://waesol.org/conference (real)
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Lesson Plan

Students share and pool information on conferences,
as assigned prior to class.

Activity 1: Analyze Websites

In pairs, students visit one real conference website
and one fake conference website then discuss the
differences.

Warm-Up: Pool ESP Networking Subject Knowledge

1 hour 25 minutes

None

10 minutes

Tips for Determining if
a Conference is Real
handout

URLs for the two
conference websites

20 minutes

Activity 2: Go to the Recommended Websites and Compare

Students visit the websites of conferences they
identified in the Warm-Up activity to locate conference
information; they make a list of conferences with
dates and deadlines.

Wrap-Up: Create Action Plan

Students begin to formulate their personal action
plan, adding conferences that they are interested in to
the list of actions they will follow up on.

Conferences as Professional Development

Comparing Conference
Features Webquest
handout

Laptops/tablets/smart
phones

Internet Connection

Students’ lists from the
Warm-Up activity

20 minutes

Scratch Paper

20 minutes




Warm-Up: Pool ESP Networking Subject Knowledge

NOTE TO TEACHERS

Prior to class, the teacher should have assigned students the task of finding out about

reputable conferences (local, national, ASEAN, or international) in their fields from
their supervisors and/or colleagues. Students should be assigned to make a list of
these conferences and bring it to class.

In small groups, students share what they learned

from their colleagues about possible conferences None
and opportunities to present. Each group makes a
list of conferences its members plan on attending. 10 minutes

The teacher asks a spokesperson from each group to
come to the front and type the names of the conferences that group members
have identified into a Word document on the teacher’s laptop. In this manner, the
list can be projected for all to see.

The teacher orally summarizes the list of theoretically “vetted” conferences for the
class. If desired, he/she can also email the list to students.

Activity 1: Analyze Websites

The teacher writes the web addresses https:/www.

elsevier.com/events/conferences/international- Tips for
conference-on-algal-biomass-biofuels-and- Determining if
bioproducts and http:/waesol.org/conference on the a Conference is
board. In pairs, students visit the two websites. Real handout

URLs for the two
conference
websites

Students decide which is real (WAESOL) and which is
fake (ALGABBB) and state their reasons. The teacher
should point out that fake websites can look real and
real websites may be underfunded. In other words, 25 minutes
it's really hard to tell the difference. He/She con-
cludes by telling students that the best way to find out
if a conference site is real or not is to ask colleagues
if the conference is known.
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In small groups, the teacher asks students to discuss what else indicates whether
a conference is legitimate or not. After the group has finished brainstorming, the
teacher gives the students the Tips for Determining if a Conference is Real
handout (see Appendix 2A) so the students can add any additional ideas that
group members have brainstormed on it. The teacher should re-emphasize the
Importance of asking colleagues and researching the conference.

NOTE TO TEACHERS

Conference websites change continuously. If the two websites in the lesson plan no
longer work, or to make it more relevant to the topic of your class, you may do a quick
Google search for a conference that is known as real to you and a Google search for a
scam or fake conference to find a new one.

There is a list maintained by Jeffrey Beall, a librarian from Colorado, which includes
the names of predatory publishers and conferences. Beall's list is highly controversial
because he includes “open access journals” (as opposed to traditional journals you pay
for) which has angered many people because they believe information should be freely
shared and you shouldn't need to pay a subscription fee. He also includes publishers
and conferences that are for profit. His list can be found at: http:/scholarlyoa.com/
publishers

Activity 2: Go to the Recommended Websites and
Compare

The teacher distributes the Comparing
Conference Features Webquest handout (see
Appendix 2B) and goes over the individual items
with students, clarifying any items they have
difficulty understanding. Laptops, tablets or

Comparing
Conference Features
Webquest handout

smartphones with
Internet connection

In pairs, students visit 2-3 conference websites
from their Warm-Up lists and determine which

conferences they want to apply to. ,
20 minutes

The teacher provides time for the students to
visit the conference websites and find all relevant conference information (e.g.,
submission deadline dates and submission guidelines). He/She instructs students
to enter the information on the Comparing Conference Features Webquest
handout.

Students share their findings with the class. The teacher then has a designated
group member type the relevant information into a projected Word document. The
teacher can later email or make this document available to all students.
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NOTE TO TEACHERS

Integrating Content: The biggest opportunity for content integration in this lesson
comes in the Comparing Conference Features Webquest activity. The teacher should
ensure that the three focus conferences are related to the students’ profession and

that the conferences are high-quality and legitimate (not scams). It would also be help-
ful if the conferences represented a range of features, perhaps one large international
conference, one smaller local one, etc. This may require the teacher to do some special
research in advance to choose appropriate options, but it should be well worth it in the
substantive analysis students will then do in the Webquest activity.

Wrap-Up: Create an Action Plan

On the board, the teacher sketches a sheet of paper;
as its header, he/she writes “Action Plan” and then
writes a list of conferences or professional events
he/she plans on attending.

Scratch paper

5 minutes

Example:
At the end of May, I'm planning on submitting

Action Plan

an abstract to present a paper at TESOL's
international conference. Then in July, I'll be
attending a teacher leadership seminar in
Bangkok. In August, I will submit my abstract
to present at Thailand TESOL and one month
later, in September, I'll be presenting at a
local teacher networking event in Chiang
Mai. Finally, in December, I'll submit another
abstract to present at the CAMTESOL
conference in Cambodia. All of these events
are part of my personal action plan.”

-end of May — submit abstract to
TESOL International

-July — Attend teacher
leadership seminar in Bangkok
-August — submit abstract to
Thailand TESOL

-September — present at local
teacher networking event in
Chiang Mai

-December — submit abstract to
CAMTESOL

The teacher asks students to take out a piece of scratch paper and create their
own “action plan” He/She asks students to share the conferences that they are
intending to apply to, and then has the students add these conferences to their
Action Plans for the future. Students should write any additional information on
their plan, such as what guidelines they need to follow, when they need to submit,
and what information is required to send in along with the abstract, etc.
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In small groups, students review each other's “Action Plans” and determine if the
goals are achievable and meet the guidelines of the conference(s) their partners
are planning on attending. Once students are done discussing, the teacher asks
for individual students to share their action plans and the feedback they got from
their peers.

The teacher closes by telling students that they have made a good start on their
professional action plans and that, in the next lesson, they will be learning more
about action plans and will be expanding the number of items on their personal
lists.
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Lesson 3: Getting the Most out of
Conferences and Action Plans

e Take notes quickly and utilize an effective note-taking organizer

* Identify professional goals for continued improvement in presentation skills,
presentation applications, and support

e Write an action plan using a scaffolded form including steps, benchmarks,
and evaluations

Student Copies:

e Conference Session Note-Taking Frame (blank form)

e Partially-Filled Notes Frame

e Action Plan For Giving Presentations handout

e Timelines handout

e In A Digital Chapter, Paper Notebooks Are As Relevant As Ever news
article: http://www.npr.org/2015/05/27/408794237/in-a-digital-chapter-
paper-notebooks-are-as-relevant-as-ever

Props, Technology, or Other Resources:

e Poster paper, tape, markers, chalk, board, paper, pens

Conferences as Professional Development m


http://www.npr.org/2015/05/27/408794237/in-a-digital-chapter-paper-notebooks-are-as-relevant-as-ever
http://www.npr.org/2015/05/27/408794237/in-a-digital-chapter-paper-notebooks-are-as-relevant-as-ever

Lesson Plan 1 hour 40 minutes

NOTE TO TEACHERS

The previous session, the teacher should have assigned students the task of asking
supervisors and community members about opportunities and/or possible venues
for where they might be able to give presentations (e.g., at their place of work, at their
children’s school).

Warm-Up: Post-Conference Word Association

Using a mind map, the teacher leads a quick
discussion about the associations students
have with what happens or should happen
after a conference.

Board, chalk/markers

5 minutes

Activity 1: Scribes and Messengers Note-Taking

Students participate in a peer dictation Blank Conference Session

competition and familiarize themselves with Note-Taking Frame handout
a useful note-taking device for recording
information learned during a conference.

Partially-Filled Notes Frame
handout

News Article, In A Digital
Chapter, Paper Notebooks

Are As Relevant As Ever

http: //www.npr.
org/2015/05/27/408794237/
In-a-digital-chapter-paper-
notebooks-are-as-relevant-as-
ever

25 minutes
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Activity 2: Brainstorm + Pair Share Goals

Students self reflect and do a quickwrite to
brainstorm their professional strengths and
areas in need of improvement then share with
a partner.

Activity 3: Gallery Walk

Students work in small groups to create a
poster based on what was discussed in Activity
2; they then share their posters in a gallery
walk format

Papers, pens, board, chalk/
markers

10 minutes

Poster paper, tape, markers

15-20 minutes

Activity 4: Professional Action Plan and Timeline

Using the Action Plan for Giving Presentations,
students select presentation skills goals, create
an action plan, and make a timeline.

Activity 5: Peer Share

Students work in configurations of three to give
feedback on their action plans, and then are
reconfigured one more time to follow the same
procedure; individual students then decide what
to change (if anything) in their plans.

Wrap-Up: Debrief/Accountability

Students brainstorm ways that will help keep
them accountable to their action plan and
discuss venues where they might present (based
on assignment given prior to class),

and then share these in whole class format.

Action Plan for Giving
Presentations handout

Timelines handout

25 minutes

None

10 minutes

White/blackboard, chalk/
markers

10 minutes
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Warm-Up: Post-Conference Word Association

The teacher writes the phrase “After a

conference’ in the middle of the board, circles Board, chalk/
it, and explains to the class that in order to get markers, ball
the most out of a conference, it's a good idea to (optional)

start with the end in mind. He/She asks: 10 minutes

*What should the outcome of a conference be?”
*How does it feel?”

* What should our takeaways be?"”

*What happens afterwards?”

The teacher explains that the class is going to do some quick word associations
to warm-up to this topic of getting the most out of a conference. He/She asks
students,

*What are some words (nouns, verbs, adjectives) that you associate with

the idea of after a conference?”

The teacher encourages students to volunteer answers in a rapid-fire manner,
recording each word in a web fashion surrounding the central phrase on the
board. The teacher might also call on some quieter students to offer answers.

As an alternative, the teacher might do a ball toss to signal which student needs to
contribute next.

m Conferences as Professional Development



Activity 1: Scribes and Messengers Note-Taking

The teacher introduces the activity by
asking students how many of them take Blank Conference Session
notes when attending a professional Note-Taking Frame handout
conference and, if so, what type of
notes they take.

Partially-Filled Notes Frame
handout

He/She explains that not only does
note-taking allow the listener to retain
new, salient information and share

News Article, In A Digital
Chapter, Paper Notebooks Are
As Relevant As Ever

it with others, but also supervisors http: //Www.npr.

who permit/sponsor an employee to org/2015/065/27/408794237/
attend a conference often expect that In-a-digital-chapter-paper-

the employee will report back about notebooks-are-as-relevant-as-

the experience. Thus note-taking at the ever

conferences is a form of accountability
and a genuine way to contribute new
knowledge to one's workplace.

25 minutes

The teacher introduces the “Cornell System,” a useful note-taking device for
recording information that lends itself particularly well to taking notes at
conferences. He/She hands out the blank Conference Session Note-Taking Frame
handout (see Appendix 3A), adding that bringing some blank copies of the note
frames to a conference might be a good way to organize and help ensure that one
doesn't walk away with badly organized, confusing notes or, even worse, end up
trying to write a post-conference report based on memory alone. He/She may
also wish to add that new evidence suggests that while typing notes on a digital
device may be convenient and helpful for basic recall, paper notes may be more
helpful for synthesizing and making meaning from complex information (such as
the information obtained at professional conferences).

The teacher posts multiple copies of the Partially-Filled Notes Frame handout (see
Appendix 3B), with the Part B hidden (e.g., folded up or covered with a sticky note)
on the walls around the room. The teacher explains that to practice note-taking,
students will conduct a fast-paced peer dictation activity called Scribes and
Messengers. Students will be put into pairs.

To begin, student A will serve as the scribe (the writer) and remain seated with the
blank note frame and a pencil while student B will serve as the messenger, walking
across the room to retrieve and deliver the “message” on the wall. The teacher
assigns each pair to a particular Partially Filled Notes Frame that is posted far
away from where they are seated.
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When the activity begins, the messengers will need to walk over to their assigned
Partially-Filled Notes Frame, read Part A, and then walk back and dictate as much
as they can remember to their partner. It will take the messenger multiple trips

to relay everything. Messengers cannot shout across the room or run. Scribes
should use pencil (not pen) and ask the messenger for clarification of spelling
when needed.

When the messenger has finished relaying the top portion of the message, the
students will switch roles, so that student A becomes the messenger, uncovering
and relaying Part B of the message to student B, now the scribe. The teacher
monitors the work, checks progress, and provides clues when needed. The first
pair to completely transcribe the entire message of the Partially-Filled Notes
Frame (accurately) winsl!

Option: The teacher may reduce the difficulty of the Partially Filled Notes Frame
according to students’ proficiency level by removing some text or providing pairs
with a cloze version so that only certain missing words need to be transcribed.

NOTE TO TEACHERS

Devised in the 1950's by Professor Walter Pauk of Cornell University, the Cornell note-
taking system is a simple yet reasoned method, not only for capturing key information

from a lecture or conference session, but also for synthesizing meaningful takeaways.
The primary section of the notes frame is for recording the bulk of the facts, key words
/phrases, or details expressed in the session.

After taking these notes, there is a section of the frame for reducing or crystalizing the
main idea(s) or essential questions from the “big picture” perspective.

Finally, there is a section at the bottom of the frame for summarizing, drawing
conclusions, or suggesting implications going forward. With these substantive notes,
conference-goers can truly maximize their learning and leave with a strong basis for
reporting back to their office when they return to work.

The teacher recaps the activity with the whole class, assuring them that note-
taking is not an exact science and in listening to a real conference presentation, we
cannot (nor should wel) capture and transcribe every word like we have today to
challenge ourselves. Even so, using an advanced organizer like this frame can
certainly help us take notes more efficiently and effectively than having no strategy
at all—it's a good tool for getting the most out of a conference.

The teacher then reveals that the message students just transcribed in the
“Record” section of the frame is from a news article called, In A Digital Chapter,
Paper Notebooks Are As Relevant As Ever. The teacher writes the URL of the
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article on the board and assigns students to read the article for homework and
fill in the “Reduce and Review/Reflect” sections, which are the most important for
comprehension.

To wrap up, the teacher may suggest other ways to get creative in reporting back
to the office such as presenting to colleagues, sharing in an informal “brown bag”
lunch session, or creating a curated binder of conference materials, including
photocopies for colleagues to browse in a communal workplace area.

NOTE TO TEACHERS

Integrating Content: The Partially-Filled Notes Frame is a good opportunity for the
teacher to substitute more relevant, content-related material. Rather than use the
news article about note-taking as the basis of the activity, utilizing a current news or

research article from the students’ field (energy security, water resource management,
etc.) would be more authentic to the types of conferences sessions students would be
likely to take notes on and would presumably be more interesting and motivating to
them for that reason.

Activity 2: Brainstorm + Pair Share Goals

The teacher reminds students of the action
plans that they began in the previous Paper, pens, board,
lesson of this unit. He/She explains that in chalk/markers
this lesson, they will learn to make a more
comprehensive action plan and that the first
step toward this action plan is assessing
their areas of strength and weakness.

15 minutes

The teacher tells students to take out a piece of scratch paper and fold it in half
lengthwise, forming two columns. At the top of the left-hand column, they should
write “Strengths;” at the top of the right-hand column they should write “Areas for
Improvement”

The teacher then tells students they have 5 minutes to self-reflect on professional
presentations they have done and write as many items in the two columns as
possible. The students brainstorm: the teacher then pairs students, and they
share with a partner. If students appear to have difficulty identifying their
strengths and weaknesses, the teacher can write the following questions on the
board and ask students to answer them:
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1. What do you need to continue working on?

2. What do you need to do to get from here (today) to
giving more presentations in English?

3. What are your own goals moving forward?

When they are finished sharing, the teacher can ask students in whole class
format to share their perceptions of their strengths and the areas in which they
hope to Improve.

NOTE TO TEACHERS

Having participants create clear goals with an action agenda and evaluation methods
improves their chances of completing the goals. When people are held accountable in
multiple ways, they are more likely to be successful. It is also important that the goals
be reasonable, the actions doable, and the evaluations appropriate.

One way to think about this is with the acronym: SMART
SMART stands for: Specific, Measureable, Attainable, Relevant, Time-bound

Examples of SMART goals would be:

I will be able to use 3 effective attention-getters to interest the audience within
the next month by practicing with coworkers 3 times a week.

I will apply and submit my LMI abstract to one conference within the next year.
I will have colleagues review my drafts and set phone reminders.

I will be confident in front of audiences by the end of November by signing up to
give presentations at work once a month.
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Activity 3: Gallery Walk

Pairs from the previous activity join another
pair and work in groups of 4 to create posters Poster paper, markers
that share their strengths, areas of improve-
ment, and goals from the previous activity. 15-20 minutes
Group members discuss which points are the

most important that they would like to share with the whole class. Every member
of the group should be familiar with the reasoning behind the points from the
three other members so that they will be able to answer questions about them.

Groups share with everyone in a gallery walk, where one member of the poster
‘team” Is present at the poster at all times to answer questions while the other
members visit or view other groups' posters to ask questions, give feedback, and
In general get ideas from their peers. Group members rotate their placement

in front of the poster so that each student gets a chance to explain the group’s
poster.

Optional: Instead of having the students do a gallery walk, the teacher can have
groups present their posters in whole class format.

NOTE TO TEACHERS

A Gallery Walk is a learning activity that allows students to be actively engaged as they
move around and explore multiple texts or images that are placed around the class-
room. This is an excellent method for students to share their work with their peers,
respond to a variety of quotations, and compare or react to a collection of images.
Since the students are expected to physically move around the room as they interact
with the articles in the “gallery,” this activity can be especially engaging for students
with a kinesthetic learning style.

For a Gallery Walk, texts or images are placed around the room either hanging on
walls or sitting on tables. The most important factor is that there is enough space
between the texts or sets of images that students are able to move around easily
without being overly crowded. The task that the students do during the activity will
depend on the purpose. If the purpose is to introduce students to new material, they
may take basic notes as they view the texts. If they are being asked to look for specific
information, they may complete a graphic organizer or answer a series of questions
during the walk, or the teacher may have students view the materials, then sit down
and record their thoughts and impressions. Students can complete this activity
independently, with a partner, or in a small group.
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Activity 4: Professional Action Plan and Timeline

- 00 O

The teacher elicits from students one or two
professional presentation skills goals and writes
these on the board. He/She then asks students
what types of activities will help them to attain
their goals and how they will be able to evaluate Timelines handout
If the goals have been achieved. The teacher jots
this information down on the board.

Action Plan for
Giving Presentations
handout

25 minutes

The teacher distributes the Action Plan for Giving Presentations handout (see
Appendix 3C) and walks them through an example with a clear goal, steps/
actions to take, and evaluation measures. Students are directed to choose their
own professional goals and to individually draft the activities/steps/evaluation
sections of the handout. The teacher circulates to answer questions.

The teacher directs students to create a draft timeline or sequence of time using
the Timelines handout (see Appendix 3D), specifying when they will have
accomplished each step or goal. The teacher circulates and answers questions.

ctivity b: Peer Share

The teacher configures the class into small

groups of 3. In their groups, students check None
each others’' plans and ask questions about
their peers’ goals and activities. For example, 25 minutes

students might ask: Is it realistic? How will you
do that?

The teacher reconfigures groups so that none of the students in the new groups
worked with each other in Step 1. (This can be done using the “numbered heads
together” techniqgue—i.e., having students in the original group number of 1 — 2 -
3, and then having all the 1s work together, all the 2s, etc.). In the new groupings,
the same procedure is followed as in step 1.

Working individually, students decide what to change (if anything) in their plans
based on the input they received in Steps 1 and 2. The teacher can circulate
during this activity and answer individual students’ questions.
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Wrap-Up: Debrief/Accountability

The teacher writes the word “accountability”
on the board and draws a circle around the White/blackboard,
word. He/She then asks students how this chalk/markers
word relates to the plans they have made in
this lesson. (Students should arrive at the
answer that it relates to how they will keep to
their plans.) The teacher then configures the
students into pairs or small groups and asks
them to brainstorm ways that will help hold
them accountable to their plans.

5 minutes

While students are discussing, the teacher creates a “word web” on the board
with the circled word “accountability” in the center. Once students have finished
discussing, he/she then elicits ideas from them, adding spokes to the “word web”
and adding the students’ ideas to the graphic organizer.

The teacher creates a second word web, writing the words “possible presentation
venues” in the center. He/She then asks students to share ideas that they came
up with from their homework assignment and adds these ideas to the graphic
organizer.

The teacher ends the lesson by congratulating students for their accomplishments
and telling them that creating an action plan and strategizing for how to keep to
the action plan is the first step toward professionalism and success in one's field.
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APPENDIX 1A: Conference Pathways Version A

Take turns asking your partner, “What’s going on here at the conference?”

Example: Student A: What's going on in the picture with the people at the table?

.. Student B: You mean the one with sign-in sheets? That’s [ANSWER]
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APPENDIX 1B: Conference Pathways Version B

Take turns asking your partner, “What’s going on here at the conference?”
Example: Student A: What’s going on in the picture with the people at the table?
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APPENDIX 1C: Conference Metaphor Discussion Cards

A conference is like

a book

because...

A conference is like

a box of chocolates

because...

A conference is like

the jungle

because...

A conference is like

a jigsaw puzzle

because...

A conference is like

a doctor

because...

A conference is like
swimming

because...

A conference is like

fashion

because...

A conference is like

a glass of water

because...

A conference is like

a marathon

because...

A conference is like

the ocean

because...

A conference is like

a playground

because...

A conference is like

soccer

because...

A conference is like

a chair

because...

A conference is like

ice-cream

because...

A conference is like

brushing your
teeth

because...

A conference is like

sleeping

because...

A conference is like

a computer

because...

A conference is like

a classroom

because...

A conference is like

a car

because...

A conference is like

The Voice

because...

Conferences as Professional Development




APPENDIX 1D: What Would You Do? Cards

| go to a lot of
conferences, and |
know the topic of this
conference very well
already. I’'m worried
I'll be bored.

What would you do?

This is my first
conference. I'm not a
leading expert in my
profession, but I’'m the
only person here from
my country. I'm afraid
to speak out.

What would you do?

| want to go to this
conference because it
will be an incredible
opportunity, but my
boss doesn’t want me
to miss work.

What would you do?

| usually go to
conferences with a
group of coworkers,
but | won’t know
anyone at this new
conference. I'm
worried about going
by myself.

What would you do?...

My boss is expecting
me to report back
about my experience
after the conference,
but I've never done
that before. | don’t
know where to begin.

What would you do?...

| applied to present at
my dream conference
but was not accepted.
I’'m so upset, and now
I’'m scared of being
rejected again in the
future.

What would you do?...

| got accepted to
present at my dream
conference, but | can’t
afford the registration
fee.

What would you do?...

I'm scheduled to go to
a very dynamic
conference next week,
and I’'m interested in
possibly changing jobs
soon. I’'m not sure
what | should do to
prepare.

What would you do?

| know this upcoming
conference is
important for my
career, but | tend to
get overwhelmed by
all the information and
people at such large
events.

What would you do?...

I’'m worried | won’t be
able to understand the
presentations and
conversations at the
conference because
my English is not good
enough.

What would you do?
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APPENDIX 1E: Image Sources

Panel discussion http://www.google.com/imgres?imgurl=https://cl.staticflickr.com/9 /8434 /7685546450 _5c883a5e2a_b.jpg&imgrefurl=https://www.flickr.co
m/photos/22711505@N05,/7685546450/&h=524&w=1024&tbnid=p8Y2dQ9Ku4UkfM:&zoom=1&docid=XttjAndWyZqCFM&itg=1&hl=en&ei=3BI1
VeGmOcLM8AXpz4DoCg&tbm=isch&ved=0CD8QMygbMBs

Networking http://www.google.com/imgres?imgurl=https://farm4.staticflickr.com/3291 /3097428685 _51523acc59_z_d.jpg&imgrefurl=https://www.flick
r.com/photos/studholme/3097428685&h=333&w=500&tbnid=AGa3jwpS8wVPvM:&zoom=1&docid=wR8i-
1u0Zg_fXMé&hl=en&ei=0hp1lVZWQFMTe8AW1nID4Dg&tbm=isch&ved=0CHOQMyhZMFk

Vendor tables http://www.google.com/imgres?imgurl=https://farm5.staticflickr.com /4136 /4802762528 _09f5d16088 _o.jpg&imgrefurl=https://www.flickr.c
om/photos/srd2725/4802762528 /&h=1952&w=3264&tbnid=GmOtDGqfNjHqwM:&zoom=1&docid=EageKPZp40QYDM&itg=1&hl=en&ei=ixp1lVaj
WEsaC8gW634L4Dg&tbm=isch&ved=0CCEQMygFMAU

Poster session http://www.google.com/imgres?imgurl=http://upload.wikimedia.org/wikipedia/commons/7 /78 /GD09 _Poster_Session.jpg&imgrefurl=http://c
ommons.wikimedia.org/wiki/File:GD09 _Poster_Session.jpg&h=1886&w=3353&tbnid=hTD2yUuci-
qyjM:&zoom=1&docid=nZqSAq9uqPIJBMé&hl=en&ei=KEd1VeeXA402mwXo1loAY&tbm=isch&ved=0CBwQMygAMAA

Plenary session http://www.google.com/imgres?imgurl=http://upload.wikimedia.org/wikipedia/en/thumb/f/f4 /DUNMUN_2014 _Plenary_Session.jpg/1280px-
DUNMUN_2014_Plenary_Session.jpg&imgrefurl=http://en.wikipedia.org/wiki/File:DUNMUN_2014 _Plenary_Session.jpg&h=853&w=1280&tbni
d=9xa80x9GQyQW1M:&zoom=1&docid=jNq_QC1MaFp3jM&itg=1&hl=en&ei=2Ud1VaDIIMHOmMmwWt2YC4Dwé&tbm=isch&ved=0CB8QMyg DMAM
Registration table http://www.google.com/imgres?imgurl=https://farml.staticflickr.com/214 /501056074 _541ab99caa_o.jpg&imgrefurl=https://www.flickr.co
m/photos/sylvar/501056074/&h=2304&w=3456&tbnid=_hALMhiJ3_8zVM:&zoom=1&docid=FyVLcqMDkZNvxMé&itg=1&hl=en&ei=sEh1VfmMIc
W2mQW _14P4Bg&tbm=isch&ved=0CCkQMygNMAO

Paper presentation http://www.google.com/imgres?imgurl=http://upload.wikimedia.org/wikipedia/commons/f/fb/Arts_Combinat%2525C3%2525B2ries_project_
presentation_at_Fundaci%2525C3%2525B3 _T%2525C3%2525A0pies.JPG&imgrefurl=http://commons.wikimedia.org/wiki/File:Arts_Combinat%
25C3%25B2ries_project_presentation_at_Fundaci%25C3%25B3 _T%25C3%25A0pies.JPG&h=1936&w=2592&tbnid=NRAUOAhXobWJyM:&zoom=
1&docid=_UgmRX0pz7FmFMé&hl=en&ei=Skp1Vb2dLqO-mAX34YDIDA&tbm=isch&ved=0CCMQMygHMAc

workshop http://www.google.com/imgres?imgurl=http: //upload.wikimedia.org/wikipedia/commons /7 /74 /Legal _design_jam_at_Stanford_October_20
13_01.jpg&imgrefurl=http://blog.wikimedia.org/2013,/10/29/designing-a-user-friendly-trademark-
policy/&h=1240&w=2968&tbnid=e4PfkDp9HGGDDM:&zoom=1&docid=rWMzfovIicx5nyM&hl=en&ei=_Ut1VcOyD-
WomgWXIIOYDA&tbm=isch&ved=0CCMQMygHMAc

parallel http://www.google.com/imgres?imgurl=https://farm4.staticflickr.com /3847 /14677108007 _8e35f2c560_o.jpg&imgrefurl=https://www.flickr.
com/photos/unfccc /14677108007 /&h=9508w=1426&tbnid=H2cFQP5FCQbsZM:&zoom=1&docid=k3ycEmoRTPYoiM&itg=1&hl=en&ei=I1plVZarF
qS8mQW46000BA&tbm=isch&ved=0CCAQMygEMAQ
http://www.google.com/imgres?imgurl=https://farm4.staticflickr.com/3895 /14677027658 _Oeea48c81le_o.jpg&imgrefurl=https://www.flickr.
com/photos/unfccc /14677027658 /&h=9508w=1426&tbnid=ubkTHcvLKI5SI4M:&zoom=1&docid=d5dEb3kcbyaswM&itg=1&hl=en&ei=l1plVZarFq
S8mQW46000BA&tbm=isch&ved=0CCEQMygFMAU
http://www.google.com/imgres?imgurl=https://farm6.staticflickr.com /5557 /14883517343 _778c9d8b22_o.jpg&imgrefurl=https://www.flickr.
com/photos/unfccc/14883517343/&h=9508w=1426&tbnid=_JcR-
GCpmmwWagM:&zoom=1&docid=HNN4iyb2XFEf_Mé&itg=1&hl=en&ei=I1p1lVZarFqS8mQW46000BA&tbm=isch&ved=0CCMQMygHMAc

Expo hall/recruiters http://www.google.com/imgres?imgurl=http://upload.wikimedia.org/wikipedia/commons/e/e0/2014 _SHRM_Annual_Conference_and_Expos
ition.JPG&imgrefurl=http://en.wikipedia.org/wiki/Society_for_Human_Resource_Management&h=3072&w=4608&tbnid=PMqQgE4WcIWT2M:&
zoom=1&docid=kFOP6xgFYMRmeMé&hIl=en&ei=F1x1VbTREtSE8gWc9YGIDw&tbm=isch&ved=0CB4QMygCMAI

Note: All the above images are copyright free under the license CC Public Domain
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APPENDIX 2A: Tips for Determining if a Conference is Real

The most important tip!

1.

Is the conference established and known in your field? Ask and get

recommendations from colleagues.

Look at the organizing committee. Are they well-known and active in their
field? Google their names and see what comes up.

Google the conference and see how old it is or how many references it has.
Who is sponsoring it? Is the sponsor well-known and trustworthy? Go to the
sponsor’s website to make sure that they really are sponsoring the

conference.

. Check for the conference on this list of possibly fake conferences:

http://scholarlyoa.com/publishers/

Don’t worry! Like all things, the more you do this, the better you will be at it

and the more you will know which ones are the reputable conferences!
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APPENDIX 2B: Comparing Conference Features Webquest

Work with your partner to browse the websites for 3 conferences and fill in the table below.

Focus
Research, theory, or
practice

What was a recent
theme?

Format
Frequency, length,
types of sessions

Audience
Size, professions,
geographical
distribution

Requirements
Cost of attendance,
presentation
application

Other Notes

Conference # 1

(name)

Conference # 2

(name)

Conference # 3

(name)
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APPENDIX 3A:
Conference Session

Note-Taking Frame
(Cornell Notes)

Session Topic:

2. Reduce — After recording 1. Record — Make note of details.
notes, crystalize the main
idea(s).

3. Review/Reflect — Summarize the most important takeaways from your notes
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APPENDIX 3B: Partially-Filled Note Frame

Taking Notes on Paper in the Digital Age

Part A:

Italian company - Moleskine paper notebooks
Double-digit sales growth, in tandem with digital
revolution

Not nostalgia; shows customers have both paper
and digital parts of their lives

Part B:

For digital natives, paper-based notes are novel
Research (Psychological Science) found students
who took paper notes scored higher on a
comprehension test than those who took notes on
laptops

Synthesize vs. transcribe

Desirable difficulty
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APPENDIX 3C: Action Plan for Giving Presentations

Learning Objective

Activities that will help me obtain this
objective/sequence

Benchmarks/How will |
evaluate myself?

Example: Be less
nervous when
speaking

- Ask my boss to let me give more
speeches to international agencies

- Ask local schools if | can give a talk
about Health (or your subject)

- Join a speech giving club like
Toastmasters

- Give as many presentations as possible,
even if I'm nervous

- | will compare how | feel now
to how | feel in 5 months

- | will videotape myself and
compare how | look over 5
months

- | will write a journal about
how | feel and compare it over
5 months

Example: Apply to
conferences

- Ask my colleagues about conferences in
our field

- Look up the “Call for Proposals” of
major conferences

- type all of the parts

- Ask colleagues to read over my work

- Submit it!

- Did | look up the
information?

- Did | ask my colleagues to
help?

- Did | submit a proposal!?
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APPENDIX 3D: Timelines

Name:

Date:

Complete one of the two timelines below. Add dates and actions.

Timeline 1

Date

Step/Action

How will | know?

Timeline 2
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UNIT 3
CONFERENCE ABSTRACTS




Introduction to
Conference Abstracts

This unit consists of two parallel sets of lesson plans for two different types of
conference abstracts, descriptive and informative. During these lessons, students learn
the structure and components of abstracts, write a rough draft, and work through the
process of revising their abstracts draft.

Conference Abstracts



Background

Writing a conference abstract can be intimidating for any student or professional. Abstracts
are essentially advertisements for research projects or presentations. Conference
committees review abstracts to determine whether or not a presentation or paper is
accepted to a conference, and conference participants read the abstracts to decide which
presentations they will attend. Potential presenters from any language background can find
it very challenging to condense detailed research, large issues, or a lengthy project into a
short abstract with a strict word limit.

This unit features two parallel lesson plan sets that each cover a different type of conference
abstract. Before teaching this unit, the teacher must decide which type of abstract, a
descriptive abstract or informative abstract, is more appropriate for the needs of the
students.

Abstract - a concise summary of the contents of a book, article, or oral
presentation

Conference Abstract - an abstract that is submitted for consideration of
acceptance to a conference

Descriptive Abstract - summary or outline of the work, project,
research, organization, etc., that will be described during the
presentation, with three main structure components: Background,
Purpose, and Scope/Objectives

Informative Abstract - a summary of a research project or paper that
follows the same general format as a scientific paper, with four main
structure components: Background (also referred to as Purpose),
Methods, Results (or Findings), and Conclusions (or Implications)
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Approach

In order for students to reap the greatest benefits from these lessons, it is important that
they come prepared with a conference presentation topic (a research study, a project, an
organization, etc.) on which to base their abstract. Like any good piece of writing, writing an
abstract is a multi-step process that incorporates proof-reading and feedback.

The first lesson of each parallel set features a pre-writing planning session, an important
model for students to use whenever they engage in any academic or professional writing.
The students are taught the structure of an abstract and given examples of abstracts to
read and analyze for content, grammar, and language usage. The lesson then goes on to
cover guidelines and recommendations for writing a conference abstract, and students are
given time and tools to begin to draft a rough outline of their own conference abstracts.

The second lesson of each parallel set takes students through a structured feedback and
revision process which can also be applied to other areas of academic or professional
writing. During this lesson, students provide each other with comments and advice on their
abstract drafts and learn tips for tailoring their abstract to a specific conference theme. The
lesson ends with students independently making revisions to their abstracts.

Throughout these lessons, the Integrated Content comments in the Notes for Teachers
boxes provide suggestions to the teacher on how to tie the lesson content to students’
professional areas of interest and to integrate content-specific language into the activities.
Incorporating vocabulary and materials that are specific to the students’ fields of work

or study helps to make the lessons relevant to the immediate communication and/or
professional needs of the students. This increases student motivation and helps to foster a
more positive learning environment.
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Lesson

1- Writing Descriptive
Conference Abstracts

Objectives

Learn the common components of a
descriptive conference abstract

Analyze the components of a completed
descriptive conference abstract

Draft a basic outline of a descriptive
conference abstract

2- Descriptive Conference
Abstracts Revisions

Modify the draft of a descriptive conference
abstract

Provide effective peer feedback to fellow
students

Recognize the importance of conference
themes in the abstract submission process

Tailor an abstract to the theme or sub-themes
of a specific conference

3- Writing Informative
Conference Abstracts

Learn the common components of an
iInformative conference abstract

Analyze the components of a completed
informative conference abstract

Draft a basic outline of an informative
conference abstract

4- Informative Conference
Abstracts Revisions

Modify the draft of an informative conference
abstract

Provide effective peer feedback to fellow
students

Recognize the importance of conference
themes in the abstract submission process

Tailor an abstract to the theme or sub-themes
of a specific conference
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Lesson 1: Writing Descriptive
Conference Abstracts

e Learnthe common components of a descriptive conference presentation
abstract

e Analyze the components of a completed conference presentation abstract
e Draft a basic outline of a conference presentation abstract

Student Copies:
e Descriptive Conference Abstract Examples handout

e Writing a Descriptive Conference Presentation Abstract
worksheet

Single Copy or Reference:

e Descriptive Conference Abstract Examples (Teacher Answer Sheet)
e Student school/work project or research

Props, Technology, or Other Resources:

e (Computer, LCD, Internet access

e Woriting Descriptive Conference Abstracts PowerPoint

Conference Abstracts



Lesson Plan 1 hour 5 minutes

Warm-Up: Conference Dilemma

The teacher asks students to decide which Writing Descriptive
presentation to attend at a conference when Conference Abstracts
confronted with parallel presentations; PowerPoint
students look at several examples of Descriptive Conference
abstracts and choose the one they would Abstract Examples
attend. handout

10 minutes

Activity 1: Components of Descriptive Conference Abstracts

The teacher provides a definition of Writing Descriptive
descriptive abstracts and their components Conference Abstracts
using an example in the provided PowerPoint
PowerPoint. _

15 minutes

Activity 2: Abstract Analysis Task

The teacher provides two types of sample Writing Descriptive
abstracts; students identify the common Conference Abstracts
components. PowerPoint

Descriptive Conference
Abstract Examples

handout

Descriptive Conference
Abstracts Examples (Teacher
Answer Sheet)

15 minutes
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Activity 3: Planning an Abstract

The students brainstorm in response to Writing Descriptive
question prompts to prepare writing a Conference Abstracts
conference abstract, and then write points for PowerPoint

each of the abstract components. Writing a Descriptive

Conference Presentation
Abstract handout

20 minutes

Wrap-Up: Reviewing Abstracts

The teacher reviews abstract components
and fields students’ questions.

None

5 minutes
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Warm-Up: Conference Dilemma

The teacher asks for a show of hands

concerning how many students have Writing Descriptive
attended and/or presented at a Conference Abstracts
professional conference. PowerPoint

He/She asks students to name the Descriptive Conference
conferences they have attended and share Abstract Examples

any initial impressions they had about handout
conference attendance.

10 minutes

Slide #2 of the Writing Descriptive Conference Abstracts PowerPoint (see
Appendix 1D) and has the students read the dilemma to themselves.

The teacher then asks students to share
what they would do in this situation and how
they would solve the dilemma. Once several
answers have been elicited, the teacher
explains that, in general, conference
attendees read the abstracts that are
provided in the conference booklet in order
to decide which presentations will be the
most relevant and interesting.

Slide #2

The teacher passes out the Descriptive Conference Abstract Examples handout
(see Appendix 1A), and students read the three abstracts silently to themselves.

The teacher then asks the students to rank the presentations according to their
first, second, and third choices. Students turn to a partner and explain their
rankings.

NOTE TO TEACHERS

Integrating Content: In /ieu of the provided abstracts, the teacher can choose

three examples of conference abstracts from the students’ field of work or study
to use for Step 2 of this activity. The same three conference abstracts can then be
used in Activity 2: Abstract Analysis Task.
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Examples of conference abstracts can be found by searching for past proceedings
of conferences in the field. For example, conference abstracts on the topic

of climate change can be found at http://www.ncbi.nlm.nih.gov/books/
NBK231170/?report=reader.

The teacher asks the students to guess what Slide #6
an abstract is based on the examples that
they were given.

After several answers, the teacher asks the
class to keep those definitions in mind as
they move through the PowerPoint to slide
#6, What is an Abstract?

The teacher asks where else the students
might encounter abstracts besides a
conference booklet (introducing research
papers, on project websites, on the back
cover or flyleaf of books, etc.)
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Activity 1: Components of Descriptive Conference

Abstracts
The teacher explains to the students that they
are going to learn how to write a professional Writing Descriptive
conference abstract during this lesson Conference Abstracts

based on a current or former project that the PowerPoint
students have worked on. The teacher walks
the students through the introduction of the
PowerPoint, and then the teacher shares
slides #7 - #9, explaining the role, audience,
and purpose of descriptive conference
abstracts.

20 minutes

#H7 #8

#9 #10

The teacher introduces slides #10-#12 and explains that a 100-word abstract
Is often used by those presenting a work or school project, company description,
etc., and is generally not used for presentations of a scientific research paper
or study. The teacher emphasizes there are only three parts to descriptive
conference abstracts.

The teacher may want to acknowledge that even though there are only three
sections to this type of abstract, it is quite hard, even for native speakers, to distill
or condense a presentation or paper into a few concise sentences.
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#11 #12

The teacher goes over slide #13, and then has the students read the Background
Example on slide #14.

The teacher asks the students which key words show that the topic is related to
the field of English. The teacher should listen for English, working language, and
ASEAN.

#13 #14

The teacher then discusses slide #15, and then has the students read the Purpose
Example found on slide #16.

The teacher asks the students which key words show what will happen during the
presentation. The teacher should listen for look at the second year.

#15 #16
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The teacher continues and talks through the Scope/0bjective description and
questions on slide #17, and then has the students read the Scope/Objectives
Example on slide #18.

The teacher explains the expression take away if necessary.

The teacher asks the students to provide key words that show what the readers
will learn or “get” if they attend the presentation. The teacher should listen for
receive and curriculum.

#17 #18

The students read the entire abstract on slide #19.

#19
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Activity 2: Abstract Analysis Task

The teacher divides the students into small

groups, and gives each group the number 1, Writing Descriptive

2, 0or 3. The group's number corresponds to Conference Abstracts
the abstract that they will look at. PowerPoint

The teacher puts up Slide #21 Task: Analyze Descriptive Conference
Abstract Components and talks through the Abstract Examples

instructions with students. handout

Descriptive Conference
Abstract Examples
#21 (Teacher Answer Sheet)

15 minutes

The students work in their small groups to identify and underline the sentence/s in
their assigned abstract that describe the presentation’'s background, highlight the
sentence/s that describe the presentation’'s purpose, and circle the sentence/s
that describe the scope.

The students also analyze the verb tenses of each of the three components.
The teacher moves around the classroom to answer questions as students

complete the tasks.

The teacher asks groups to share their answers aloud with the class. The teacher
draws the students’ attention to the fact that all of the abstracts use similar tenses
for the three components.
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Activity 3: Planning an Abstract

The teacher goes over slides #22 - #28,
discussing guidelines and final
recommendations for writing abstracts.
In particular, the teacher stresses the
importance of following the abstract
guidelines of the individual conference,
reminding students that each conference
will have different requirements for
abstract content, length, formatting, etc.

#22 #23
#24 #25
#26 #27

Conference Abstracts

Writing Descriptive
Conference
Abstracts PowerPoint

Writing a Descriptive

Conference Presentation
Abstract handout

20 minutes




#28

The teacher hands out Writing a Descriptive Conference Presentation Abstract
handout (see Appendix 1C). The students read through the five guiding questions
on the first part of the worksheet, and then work independently to brainstorm
responses to the questions for their own personal presentation. After a few
minutes of brainstorming, the teacher has the students discuss their responses
to the questions with a partner.

The students reflect on, then write responses to the questions in the grid on the
second part of the worksheet. Their answers can be in full sentences or bullet
points. This will be the skeleton that the students will use to write the first draft of
their abstract. The teacher moves around the class, answering questions as they
arise.

Option: If time and technology permit, the teacher can have the students in small
groups search for conference abstract submission guidelines on the Internet.
The students type in conference abstract submission guidelines + [their field

of study] into the search engine and then read the abstract guidelines together,
noting information such as length, mode of submission, abstract components,
suggested themes, formatting requirements, etc.; they then report on the
guidelines to the whole class.

Wrap-Up: Reviewing Abstracts

None

The teacher elicits the answers to the
following questions: 5 minutes

"What is the purpose of a conference abstract?”

"What are the three sections of an abstract?”

"Where can you find the guidelines for writing a conference abstract?
*Should writers rely on their own editing and proofreading skills?"
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The teacher should reiterate to the class that writing an abstract is not an easy
task, and students will have the opportunity to revise their drafts more than once
in the following lesson.

Homework 499

The teacher assigns homework from
Slide #29: to write a 100 to 150-word
descriptive abstract based on their own
PowerPoint presentation. Alternately,
the abstract can be based on a school
project, work project, etc. Students list
each sentence separately and identify
the component.

Alternately, if the students have no experience writing an abstract and the
course length is long enough to allow for several drafts and revisions, the
word limit can be expanded to 200, etc., with the goal of reaching a 100 or
150-word abstract.

NOTE TO TEACHERS

It is critical that students follow the prescribed conference guidelines when they write
an abstract, otherwise their abstract may not even be considered for submission.
Maintaining the proper word count is an important aspect. If students do not know
how to use the word count function in their word processing program, the teacher
can teach it as an add-on the lesson. In today’s online submission processes, many
conference websites cut off the abstract when the word count is reached.

To do a word count, open a new document in a word processing program. Highlight
and copy the text from the slide; paste it in the new document. The number of words
will appear in the status bar at the bottom of the document.

Alternately, click on Review (or Tools) at the top of the program. Click on Word
Count. This will also display the text's character count. One last option is to simply
highlight the words you wish to count and look at the very bottom left-hand portion
of the screen. The first number you see in the formula x/x i1s the word count for your
highlighted text. The second number is the total words in the document. Remember.,
the title is not included as part of the abstract word count.
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Lesson 2: Descriptive Conference
Abstract Revisions

* Modify the draft of a descriptive conference abstract
e Provide effective peer feedback to fellow students
* Recognize the importance of conference themes in the abstract submission

process
e Tailor an abstract to the theme or sub-themes of a specific conference

Student Copies:

e Descriptive Conference Abstracts Peer Revision Checklist handout
e Tips for Revising Your Abstract worksheet

Single Copy or Reference:

e Soft and/or hard-copy of conference abstract first draft

e Example themes from field-specific conferences

Props, Technology, or Other Resources:

e Computer, LCD, internet access

e Conference Abstracts PowerPoint printed as a handout
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Lesson Plan

1 hour 15 minutes

Warm-Up: Opinion Continuum

The teacher elicits how students found the
writing of their first draft; the students rate
their answers on a continuum.

Activity 1: Peer Review

The teacher asks students to exchange their
drafts with a partner, to provide feedback
using a checklist, and ask questions, etc.,
while the teacher moves around the
classroom fielding questions.

Activity 2: Tips for Revisions

The teacher shares ideas for revising an
abstract while focusing on how to adapt the

language to align with the conference theme.

Conference Abstracts

None

5 minutes

Descriptive Conference
Abstract Peer Revision
Checklist handout

Student Conference Abstract
first draft

25 minutes

Tips for Revising Your
Abstract handout

Example conference themes

20 minutes




Activity 3: Student Revisions

Students revise their first drafts.

Wrap-Up: Giving Advice

Students reflect on what they've learned

during the abstract writing lessons. They
choose three pieces of advice that they would
give a colleague writing an abstract for the

first time.

Optional Homework: Draft 2

Conference Abstracts
PowerPoint printed as a
handout

Descriptive Conference
Abstract Peer Revision
Checklist handout

Student Conference Abstract
first draft

20 minutes

None

5 minutes

Teachers may assign students to write a second draft of their abstract.
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Warm-Up: Opinion Continuum

The teacher draws a continuum on the
board. At one end of the continuum, the
teacher writes Very Easy. At the other end
of the continuum, the teacher writes Very 5 minutes
Difficult. The students copy the continuum
into their notebooks.

None

Very Easy Very Difficult

>

The teacher asks the students about the rough draft writing process for their
abstract. The students write the name of the abstract section onto the continuum

depending on how easy or difficult they found writing that section of the abstract
to be. The teacher asks:

"How easy or difficult was it to write the background?”
"How easy or difficult was it to write the purpose?”

"How easy or difficult was it to write the scope/objectives?”

Example: If a student found the background to be somewhat difficult to write, the

purpose to be very easy, and the scope/objectives to be somewhat easy, their
continuum would look something like this:

Very Easy Very Difficult
X X X
Purpose Scope Background

The teacher asks several students to share their answers with the class.
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Activity 1: Peer Review

The teacher asks permission from a student

to show his/her first draft of the abstract to Descriptive

the class as an example. The teacher puts the Conference
example up on the document camera or pulls Abstracts Peer

it up on a computer, and then passes out Revision Checklist

the Descriptive Conference Abstracts Peer handout
Revision Checklist handout (see Appendix
2A) to the class.

25 minutes

Together, the class looks at the example first draft and walks through each of the
points on the revision checklist, offering feedback aloud. The class can refer to the
handout with PowerPoint slides from the previous lesson as needed.

The teacher models asking the volunteer student questions about any part of his/
her abstract that is unclear or needs additional explanation. The teacher can also
model giving specific feedback on points as needed. The teacher should model
giving feedback in a positive and supportive manner. If there are other points that
the teacher thinks need to be addressed during the peer revisions, the students
can write those points on the bottom of the handout.

The teacher pairs up the students, and the pairs exchange their rough drafts.
First, each student reads through his/her partner's rough draft to get an overall
idea of the writing. The student then goes back to the beginning, reads the draft as
he/she answers the checklist questions, and takes notes on the grammar, content,
length, etc.

Students then give the checklist along with the draft back to their partners. The
students take a few minutes to read through the notes and comments that their
partners provided, then ask each other questions, and discuss the suggested
revisions. The teacher moves around the room and is available for questions.
Depending on the available time, the teacher may ask students to exchange their
drafts a second or third time to give and receive additional feedback from their
classmates.
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NOTE TO TEACHERS

Before engaging the class in any peer feedback activities, the teacher should
introduce students to the concept of constructive criticism. Constructive criticism

Is defined as offering valid and thoughtful responses about the work of others.
Students should focus on providing a balance of positive comments and suggestions

for improvement, and focus on delivering them in a friendly and helpful manner.

One method that students might want to use is the “sandwich method,” where

the feedback starts with a compliment, then mentions the critique, then mentions
something else that is positive. For example: ‘I like your title a lot. But I think it would
be better to use the active voice. This is sure to interest participants.”

Activity 2: Tips for Revisions

The teacher passes out Tips for Revising
Your Abstract handout (see Appendix 2B). Descriptive Conference
Abstracts Peer Revision
Checklist handout

The teacher shares ideas for revising an
abstract while focusing on how to adapt
the language to align with the conference Tips for Revising Your
theme. Abstract handout

20 minutes

"What tips have you used before when doing writing revisions?”
®Are there any tips that are brand new?”

*What tips do you think are the most important or helpful?”
"What tips do you think will be the most difficult to follow?™

The teacher draws the students’ attention to the Tailor Your Abstract to Fit the
Conference Theme or Sub-Themes section and to the final two tips of the page.
The teacher asks the students to brainstorm themes from conferences in their
field that they've attended in the past, or to come up with suggestions of potential
conference themes.
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If the students have reliable access to the internet, they may search for
conference themes in their field on their phones or computers. If there is no
access to the internet, the teacher may want to come prepared with several
example themes. The class selects three of the themes, and the students write
them down on their handout.

The students select one of the conference themes written on their paper, then
discuss with a partner or a small group why they selected that particular theme,
and describe how they can adapt their presentation and abstract to align with it.

The students circle or highlight one or two key words from their selected
conference theme, and then rewrite one or two sentences from their abstract so
that the sentences include the key words.

Example:
Theme: Global Communication in the 21st Century.

Abstract Sentence: English language students frequently have a multitude of
pronunciation issues, and teachers of all levels can struggle to know where to
begin and which areas of instruction will be the most valuable to their students.

Abstract Sentence after Revision: English language students frequently have a
multitude of pronunciation issues, teachers of all levels can struggle to know
where to begin and which areas of instruction will be the most valuable in
meeting the communication needs of their students.

The teacher calls on several students to share their rewritten sentences with the
entire class.
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Activity 3: Student Revisions

Using the notes from the Descriptive
Conference Abstracts Peer Revision Descriptive

Checklist handout, students revise their Conference Abstracts
abstract drafts while the teacher moves Peer Revision

around the room answering questions and Checklist handout
checking student work.

The teacher asks the students to think 20 minutes

about what the next steps in their abstract
writing revisions will be. The students
share their next steps aloud with the class.

Wrap-Up: Giving Advice

The teacher asks the students to imagine
that a friend or colleague is writing an
abstract for a conference for the first time
and asks them for advice.

None

5 minutes

The students choose three pieces of advice
that they've learned from the lessons on
abstracts that they would give to their
friend, and share the advice with a partner.
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Lesson 3: Writing Informative
Conference Abstracts

e Learnthe common components of an informative conference abstract

* Analyze the components of a completed informative conference abstract
* Draft a basic outline of an informative conference abstract

Student Copies:

e The Four Components of an Informative Conference Abstract handout
e Informative Conference Abstract Analysis handout

e Writing an Informative Conference Abstract handout

e Informative Conference Abstract Examples handout

Single Copy or Reference:

e Informative Conference Abstract Analysis (Teacher Answer Sheet)

Props, Technology, or Other Resources:
e Student school/work project or research
e (Computer, LCD, Internet access

e Conference Abstracts PowerPoint printed as a handout
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Lesson Plan

1 hour 15 minutes

Warm-Up: Conference Dilemma

The teacher asks how students decide
which presentation to attend at a
conference when confronted with parallel
presentations; students look at several
examples of abstracts and choose the one
that they would attend.

Informative Conference
Abstract Examples handout
prepared by teacher

Writing Informative
Conference Abstracts
PowerPoint

10 minutes

Activity 1: Components of Informative Abstracts

The teacher provides a definition of
informative abstracts and their components
using an example in the provided
PowerPoint; students examine a sample
abstract to review the contents of each
component.

Activity 2: Abstract Analysis Task

The teacher provides two sample abstracts;
students identify the four components for
each abstract.

Conference Abstracts

Writing Informative
Conference Abstracts
PowerPoint

The Four Components of an
Informative Conference
Abstract handout

25 minutes

Writing Informative
Conference Abstracts
PowerPoint

Informative Conference
Abstract Analysis handout

Informative Conference
Abstract Analysis (Teacher
Answer Sheet)

15 minutes




Activity 3: Planning an Abstract

Students brainstorm in response to question
prompts to prepare writing a conference
abstract, and then write points for each of the
abstract components.

Writing Informative
Conference Abstracts
PowerPoint

Writing an Informative
Conference Abstract
handout

20 minutes

Wrap-Up: Reviewing Abstracts

The teacher reviews abstract components and None
flelds students’ questions.

5 minutes
Homework: Abstract First Draft

Students write a first draft based on a school/work project or research project.
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Warm-Up: Opinion Continuum

The teacher shows the students slide #2
of the Writing Informative Conference
Abstracts PowerPoint (see Appendix 3E)
and has the students read the dilemma to
themselves.

The teacher then asks students to share
what they would do in this situation and
how they would solve the dilemma.

Once several answers have been elicited,
the teacher explains that, in general,
conference attendees read the abstracts
that are provided in the conference booklet
In order to decide which presentations will
be the most relevant and interesting.

The teacher passes out three examples of
conference abstracts (ideally chosen from
the students’ field of study and prepared

by teacher); students read the abstracts
silently to themselves. The teacher then
asks the students to rank the presentations
according to their first, second, and third
choices. Students turn to a partner and
share their rankings.

The teacher asks the students to guess
what an abstract is based on the examples
that they were given.

After several answers, the teacher asks the
class to keep those definitions in mind as
they move through the PowerPoint to slide
#6, What is an Abstract?

The students compare their responses
with the definitions on the slide. The
teacher asks where else the students might
encounter abstracts besides a conference
booklet (introducing research papers, on
project websites, on the back cover or
flyleaf of books, etc.).

Conference Abstracts

Writing Informative
Conference Abstracts
PowerPoint

Informative
Conference Abstract

Examples, from
students’ field of study
(to be selected by the
teacher)

10 minutes

#2

#6



NOTE TO TEACHERS

Integrating Content: The teacher will need to choose three examples of informative
conference abstracts from the students’ fields of work or study to use for Step 2 of
this activity. The same three conference abstracts can then be used for additional
analysis if desired in Activity 2: Abstract Analysis Task.

Examples of conference abstracts can be found by searching for past proceedings
of conferences in the field. Ideally, the abstracts would be taken from a conference
in the region that students could potentially attend. For examples of abstracts from
several different fields, see below.

Conference abstracts in the field of climate change can be found at:
http://www.ncbi.nilm.nih.gov/books/NBK231170/?report=reader

Conference abstracts in the field of health can be found at:
http://www.nchi.nlm.nih.gov/books/NBK231170/?report=reader

Abstracts for multiple years of conferences in the areas of social and economic
sciences, including economics, finance, business, and administration can be found

at: http://www.iises.net/proceedings
Abstracts for multiple years and conferences in the field of education can be found
at: http://www.eden-online.org/publications/proceedings.html

Conference abstracts from the field of agriculture and land management can be

found at: https://www.conference-service.com/GLPOSM16/download/dnz93t5j/
detailed program_ 2.htmli
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Activity 1: Components of Informative Conference

Abstracts
The teacher explains to the students that
they are going to learn how to write a Writing Informative
professional conference abstract during Conference Abstracts

this lesson based on a current or former PowerPoint
project that the students have worked on.
The teacher walks the students through
the introduction of the PowerPoint, and
then shares slides #7 -9, explaining the
role, audience, and purpose of informative
conference abstracts.

25 minutes

#7

The teacher introduces slides #10- 11 and
explains that an informative abstract is a
concise summary of a research project

or paper that follows the same general
format as a scientific paper, with four
main structure components: Background
(also referred to as Purpose), Methods,
Results (or Findings), and Conclusions (or

Implications). #8

The teacher may want to acknowledge that it
can be quite hard, even for native speakers,
to distill or condense a presentation or
paper into a 150-250 words.

The teacher then guides the students

through slides #12-19, briefly discussing

each of the four structure components, and

giving several examples of language that

can be used for the component. #9

The teacher passes out The Four
Components of an Informative Conference
Abstract (see Appendix 3A) handout to
further illustrate differences between the
four components.
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The teacher reviews with students the

type of information that is included in each
of the four components (Background,
Method, Results, Conclusions). He/She then
configures students into pairs or small
groups and asks them to discuss how the
information in each section of the sample
abstract corresponds to what should be
included.

#10

After the pairs/groups have had a chance to

discuss, the teacher brings the class back

to whole class format and asks volunteer #11
students to share their answers.
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Activity 2: Abstract Analysis Task

The teacher passes out the Informative

Conference Abstract Analysis handout (see

Appendix 3B), and gives the students time
to read through the two sample abstracts.

The students work with a partner to identify

the four different structure components
(Background, Method, Results, and
Conclusions) in both of the abstracts. The
students also note the verb tenses used
in each of the four sections, following the
instructions on slide #21.

Writing Informative
Conference Abstracts
PowerPoint

Informative
Conference Abstract
Analysis handout

Informative
Conference Abstract
Analysis (Teacher

Answer Sheet)
The teacher leads the class in checking
the answers. For each section, the teacher 30 minutes
asks what words or phrases were used
to signal the section to the reader (Ex:
approach, examines, the results indicate,
the preliminary results, conclusion, etc.). #21
Students complete the tasks.

Option: For additional practice identifying
the components of an informative
conference abstract, the teacher can

have students look at the Informative
Conference Abstract Examples handout
from the warm-up activity in this lesson (to
be prepared by the teacher).

NOTE TO TEACHERS

Integrating Content: Rather than use the Informative Conference Abstract Analysis
handout provided at the end of the lesson plan, the teacher can have the students

analyze the three abstracts used in the Warm-Up: Conference Dilemma activity at the
start of the lesson. This will give the students more experience working with familiar
language from their field of work or study, as well as make the activity more relevant.

Conference Abstracts



Step 1: The teacher divides the students into small groups and gives each group the
number 1, 2, or 3. The group’'s number corresponds to the abstract that they will
look at. The teacher puts up Slide #21, Task: Analyze Abstract Components and talks
through the instructions with students.

Step 2: The students work in their small groups to identify and underline the
sentence/s in their assigned abstract that describe the presentation’'s background/
objectives, highlight the sentence/s that describe the presentation’'s methods, circle
the sentence/s that describe the results/findings, and underline the sentence/s that
describe the conclusions or implications.

The students also analyze the verb tenses of each of the four components. The
teacher moves around the classroom to answer questions as students complete the
tasks.

Step 3: The teacher asks groups to share their answers aloud with the class. For
each section, the teacher asks what words or phrases were used to signal the
section to the reader.

For more recommendations and sample abstracts, check out the following websites:

http://uss.tufts.edu/arc/HOW%20T0%20WRITE%20AN%20ABSTRACT%20for%20
Tufts%20Symp.pdf (Provides writing tips and samples of abstracts from 11 different
academic fields)

http://www.uniteforsight.org/global-health-university/abstracts-data (Provides a

contrast and analysis of a low- and high-quality research-based abstract from the
health care field)

http://www.trussel2.com/segal /Files /080806 %20write%20strong%20abstract
for%20non-web%20use.pdf (Provides writing tips for abstracts and three samples

of abstracts written in three different styles)

Conference Abstracts



http://uss.tufts.edu/arc/HOW%20TO%20WRITE%20AN%20ABSTRACT%20for%20Tufts%20Symp.pdf
http://uss.tufts.edu/arc/HOW%20TO%20WRITE%20AN%20ABSTRACT%20for%20Tufts%20Symp.pdf
http://www.uniteforsight.org/global-health-university/abstracts-data
http://www.trussel2.com/segal/Files/080806%20write%20strong%20abstract_for%20non-web%20use.pdf
http://www.trussel2.com/segal/Files/080806%20write%20strong%20abstract_for%20non-web%20use.pdf

Activity 3: Planning an Abstract

The teacher goes over slides #22 - 28,

discussing guidelines and final Writing Informative
recommendations for writing abstracts. Conference Abstracts
In particular, the teacher stresses the PowerPoint

importance of following the abstract
guidelines of the individual conference,
reminding students that each conference
will have different requirements for
abstract content, length, formatting, etc. 20 minutes

Writing an Informative

Conference Abstract
handout

The teacher hands out Writing an
Informative Conference Abstract handout #22
(see Appendix 3D). The students read
through the five guiding questions on the
first part of the handout, and then work
independently to brainstorm responses

to the questions for their own personal
presentation. After a few minutes of
brainstorming, the teacher has the students
discuss their responses to the questions
with a partner.

The students reflect on and then write responses to the questions in the grid
on the second part of the worksheet. Their answers can be in full sentences or
bullet points. This will be the first skeleton that the students will use to write the
first draft of their abstract. The teacher moves around the class and answers
guestions as they arise.

Option: If time and technology permit, the teacher can have the student